




















You're on your way to easier, 








better-looking typing when you 
switch on an IBM Electric. You'll turn out 

perfect work—and with so little effort! For demonstration 

or colorful, informative brochure, write International 

Business Machines, Dept.TS-4,590 Madison Ave., 

New York 22, N. Y. 
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What does this Xw mean? 


Put yourself on the list of more than 200,000 top-notch secretaries using the 
amazing SECRETARY’S HANDBOOK-—the secretaries who can easily find 
the answers to any question or problem their employers may hand them. 


INCREASE YOUR EARNING POWER 


It’s the secretaries with the knowledge and all-around effi- 
ciency who are holding the highly paid positions of responsi- 
bility in business. There are never enough of these top-notch 
secretaries to go around, and today a serious shortage forces 
business to offer higher salaries than ever before in history. 
You can qualify for one of these high-paying positions—if 
you know the answers. 


WHAT THE SECRETARY’S HANDBOOK 
HAS DONE FOR OTHERS 


More than 200,000 successful secretaries have found the 
earlier editions of this book an invaluable help. Business firms 
all over the country have placed this book in their offices. 
The new edition is more valuable than ever before — it is 
designed especially for YOU! If you have any question— 
whether you are preparing a manuscript, writing a letter, or 
sending an invitation—you will know you are right if you 
have referred to THE SECRETARY’S HANDBOOK for the 
answer. Here are 573 pages of easy-to-find, essential facts on 
correct form and usage. 


A LIBRARY OF INFORMATION 
AT YOUR FINGER-TIPS 


Facts — THE SECRETARY’S HANDBOOK is a complete 
guide to words that are often misspelled, tricky word endings, 
hyphenation and capitalization, foreign words and phrases, 
abbreviations and meanings, academic degrees . . . 

Rules — You'll find explicit rules for the formation of plural 
nouns, the use of pronouns, agreement of subject and predi- 
cate, tense, the principal parts of troublesome verbs, the 
correct use of adjectives and adverbs, punctuation, numerals 
and figures... 

Directions—Here are the directions for proper address, salu- 
tation, and complimentary closing in letters to government 
officials, royalty, military officers, church officials. ... The 
correct American, British, French, German, Spanish, and 
Italian usages are included. 

Examples—THE SECRETARY’S HANDBOOK gives actual 
business examples of orders and acknowledgments, letters 
of claim, adjustment, reference and recommendation, letters 
and cards of introduction, letters making reservations, letters 
of application, congratulation and condolence, social notes 
and invitations, formal and informal correspondence... . 


SEND NO MONEY 
Pay Postman Nothing — Mail Coupon Today 


Read and examine THE SECRETARY’S HANDBOOK at 
our risk. You send no money. After seven days we are sure 
you will agree that this is the most amazingly useful reference 
volume you have ever seen. 


at your favorite bookstore or 
Mail the coupon today to: 


THE MACMILLAN COMPANY, Dept. TS 8 


60 Fifth Avenue, New York 11, N. Y. 
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How shall | write this report? 

How should this manuscript be typed? 

What is the salutation for a Lieutenant Governor? 
How shall | prepare this cablegram? 


Do YOU know what IS correct ? 


Is it embarass or embarrass? 
Is this the way to address an ambassador? 


Youll guichly find all the 
anamers in this famous guide 





573 pages—sturdy dark blue cloth 
binding stamped in gold 


The new Seventh Revised Edition brings 
Taintor and Monro’s HANDBOOK abso- 
lutely up-to-date, and makes it more useful 
than ever for solving the problems that face 
today’s secretaries. Complete information on 
correct forms of address now includes offi- 
cials of the United Nations. You'll find the 
chapter on “Telegrams, Radiograms, and 
Cablegrams” thoroughly revised to agree 
with the latest regulations. A greatly ex- 
panded Index refers you to the right page at 
a second’s glance. About this secretary’s bible, 
packed with accurate, current facts, the New 
York Times writes— 


“There is hardly a secretary in all this land 
who would not be glad to have it always 
at her elbow.” 


Free 7 Day Trial Offer way 


Rea a “7 


The Macmillan Co., Dept. TS 8 
60 Fifth Avenue, New York 11, N.Y. 


Please send me a copy of THE SECRETARY'S HAND.- 
BOOK on 7 Day Free Trial. I send no money and pay 
postman nothing. If I decide to keep it, I will send only 
$3.95 (check or money order). Otherwise, I will return 


book and owe nothing. 


NAME 
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PPEARING ON OUR COVER—You'll be out | 
looking for the April showers when | 
you have a pretty raincoat such as the/ 
Town Raincoat pictured on our cover, 
You'll like its deep shawl collar (it can be * 
made into a hood), deep yoke trim and | 
push-up sleeves. Made of a wonderful 
orlon-acetate-cotton fabric and done in } 
charcoal lined with red or camelia lined 
with gray. Sizes 8 to 16. About $35 at 
Saks Fifth Avenue or Lord & Taylor's, 
New York; also Saks Fifth Avenue in De- 


4 





troit and Chicago; Bonwit Teller, Phila- | 
delphia; and Gladys & Cele, Boston. 

» t 
Secretary to a Designer t 


THIS MONTH we are happy to presenta 
story to go with your Easter bonnet-: 
“Secretary to Lilly Dacheé.” The secretary 
in question works in a Land of Hats and 
loves every minute of it. A few of our 
staff wandered through the swank Lilh 
Daché offices when pictures for our story 
were being taken, and they came bac 
with visions of a Daché hat on their mind | 
if not on their head. When Tessie came 
back, she asked for a raise. “Was that} 
assignment so difficult that you think you 
deserve one?” I asked. _ 

“It's not that,” she said, “but how ca 
I speak to Lilly Daciné with a hat-ba 
hat on my head? Her hats range from 
$55 to $125, and mine only cost $5!" 

A few ot our sta tt convinced Tessie 
that, since she didn’t have $125-clothe 
to go with a $125-hat, she was just # 











: O} 
well off. So now she’s feeling herse! = 
again, We're sure you'll enjoy this artick 

Wi 


though—it’s on page 389. 


A Good Secretary? 


Do you Look Like ONE? Think lik 
one, sound like one, act like one? Abj 
give no hasty answer, friend; wait unt 
vou have tried the quizzes on pages 49 
to 404. They are very special tests. 

They are for every secretary who he 
had a rough day and wonders whetbé 
she is, really, a good secretary. They # 
for every hopeful trainee who, it! 
month or two, will have one hand @§}_ 


a diploma and the other on an employ 
, 





ment office door. 

The author roster is impressive. The 
test on looking like a secretarv is by Bett 
Trumper, of Bryant-Stratton College # 
Buffalo. The thinking-like test 1s 
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|} 1. “It wasn’t my looks that gave me the nickname around 


the office, but it was because I got the filing all bolloxed up 
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. what between answering the telephone. transcribing, and 


taking dictation from a modern Daniel Webster—the Boss. 
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3. “It took about three shakes of a lambs tail to learn to 
operate the thing. and from then on in my path was covered 
like 


water off a tin roof in April, and brother was it simple to do! 


with roses, for work flowed out of me—ves. little me 


Get ahead faster. Have more time for extra work that pays off in a bigger 
easier. Find out about TIME-MASTER. Clip the coupon. 
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DICTAPHONE 


CORPORATION 


Greatest name in dictation 
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2. “Then, they moved in on us with some of these new 
dictating machines, Dictaphone TIME-MASTER, and I thought 
my goose was surely cooked but good. And at that point, was 


| wrong or was | wrong? Zowie! 











4. “Now, they’ve changed my name to ‘Little Lightning.’ 
the filing and telephone-answering get done quick. I get 
away at five oclock every night, and best of all, the Boss 


said—guess what? Yes, that’s it. Next pay check.” 


Clip coupon now! 


Dictaphone Corp... Dept 
120 Lexington Ave Ma Ws Ree Me O 


Please send me my free copy of **Letter Perfect.”’ 





Name______ a 





Company cama 





Street Address 





City & Zone a 
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More than 325 schools 
are putting real EXPERIENCE 


into secretarial training with... 


| 
Anplied 
| 
SECRETARUAL 
| 
PRACTICE 
__f 


Third Edition 





by Gregg, Fries, and Rowe 


with Workbook for Applied Secretarial Practice 
and Secretarial Practice Tests, Second Edition 
by McFadzen, Graham, and Hannan 


Read these typical comments . 


“* 


. subject matter well selected. It contains 
many points of value and interest to the 
young student, especially in the short per- 
sonality discussions before each chapter.” 


.. . especially helpful are units 
dealing with The Secretary on the 
Job, Your Personal Effectiveness, 
Your Appearance, Using Sources of 
Information, Meeting the Public, 
and Duplicating Processes and 
Equipment.” 






. excellent illustrations, personality sketches, and 
pictures of business forms and machines. The last unit 
outlining the practical job finding project seems par- 
ticularly effective. It is so complete!” 


. it tells students how to use their typing and 
shorthand skills after they have acquired them.” 


The complete secretarial program with the 
Personality Emphasis that insures career 
confidence . . . from job finding to job success. 





Write your nearest Gregg office today 


GREGG PUBLISHING DIVISION | son Francisco 4, 68 Post St. 


‘ Dallas 2, 501 Elm St. 
McGraw-Hill Book Company, Inc. | ~° a 





London W.C. 1, 51 Russell Sq. 
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New York 36, 330 W. 42nd St. 
Chicago 6, 111 N. Canal St. 


Toronto 4, 253 Spadina Rd. 








Claudia Garvey, who adapted her wil A 
tions from a list being developed by her) 
good friend, Madeline Strony, and Dr} 
Irene Place, of the University of Michi-} 
gan, for use in a new book they are ¢ 
writing. 
test on sounding like a secretarv js! 
by Miss Talent Teaser herself (E. Lillian) 
Hutchinson), who is celebrating the ar. 
rival of a new edition of The English of! 
Business (which will be called on Th 





English), of which she is coauthor. Thy 
acting-like test is by the placement direc! 
tor of Packard Junior College, Man 
Elizabeth Wright, who has just seen i 
first book (written with two others fron 
Packard) come off the Gregg presses 
Personality and Human Relations in Busi: 


ness, 


Hearts and Flowers 





I HAD MY NOSE DEEP IN MY WORK thy 
other day, when Tessie stopped by my 
desk and waved a small card in my a 
as she displayed her most winsome smik 
“When you write this month’s editorial 
column,” she said coaxingly, “would “ 
do me a favor?” 

“As much as I like to be a good guy,) 
Tessie,” I replied, “IT can’t make it N 
policy to fill the editorial column wi 
favors.” | 

“But this is very special,” she cour 
tered. “I want you to thank some friendg 
of mine in Fall River, Massachusetts, foq 
being such loyal Topay’s SECRETARY fa! 
and so very nice to me.” 

“Well,” I replied, warming to the idea 
“tell me more.” 

“It all started a year ago,” she said 
“That Valentine's Day, the next Christ 
mas, and now again on this year’s Valea 
tine’s Day they sent me one of the pret 
tiest cards I've ever seen and enclosed 
friendly little note. Honest, they're / 
nice!” 

“Let's see the one you have there, 
said, completely won over. “Hmmm 
very nice. I guess you're right, Tesif 
This does deserve mention.” 

So, to Dominican Academy’s  futu 
“hope-to-be secretaries” and their teach 
Tessie sends her heartfelt thanks a 
deep appreciation for your continued 
thoughtfulness. 





TYPEWRITER aan 

"Sprinting for the | 

8 A.M. commuter's 
Special!" 





cho 
tips 
typi 


°\ mig 


a& 
a 





LCs 


factc 


--Florence Buehlé 











veal ACTUAL SIZE 
tf: 
fichi-} 


y are 


arv is! 
villian 
1e ar} 
ish of | 
SiNESs 

i 


direc: 
Man 
on he 


s fror 

\resses 

i Busi. 
} 
| 


RK thel 
by my} 
nN fac 
» smik 
ditoria 


tld yo 


——— 


od cur 
ce it 
in Wi 


P cour 
trien 
etts, 101 
ARY fal 


he ide 


he Sal 
Chris 
S Vales 
the pret; 
iC losed 


ey Te | 
| 


there, 


{mmm 


s tut 
r teach 
inks al 


ontinue 








®@ This attractive, 24-page, pocket-size brochure is 
§ chock-full of practical suggestions, typing methods, 





tips and shortcuts. It is of genuine value to all 
typists — expert or beginner. You will find it 
mighty useful. Please use coupon. 


ke 
oo * 
Smith-Corona 
LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 NY Canadian 
factory and offices, Toronto, Ontario. Makers of famous Smith- 
,ehler Corona Office Typewriters, Portable Typewriters, Adding 







Machine 


Coshiers, Vivid Duplicators, Ribbons and Carbons. 








Send 
for 
your 


copy 


today! 


| 
! 
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! 
! 
l 
I 
! 
! 
) 
al 


. i 
i L C SMITH & CORONA TYPEWRITERS INC 1 
i 117 ALMOND STREET, SYRACUSE 1 N Y | 
1 ! 
1 Send me my free copy of “tips to typists.” r 
i i 
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! COMPANY NAME _ ‘ 
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-GRASERSTIK 


to erase pencil, ink 
and typewriter errors 
with this wood-encased, 
pencil-shaped eraser. 


with secretaries and 
typists whose job it is to 
turn out clean originals 
and neat carbons. 


LICKS 


erasing problems—a 
single letter or a word 
—without digging into 
the paper. Leaves no 
“ghosts” 


- 7099 


A, 

















TIK GAL service) 0.$ 
Gis) v.s.9.7099 B 


Easily sharpened by 
penknife or mechanical 
sharpener. 


Look for the EraserStik 
trademark. It isn't on 
ORIGINAL EraserStik un- 
less it has the EraserStik 
name on it. i 


ERS TIK 


We've seen it happen 
in office after office. | 
Once a secretary gets | 
used to EraserStik, noth- 
ing will ever separate 
her from it. Order from 
your local stationer. If 
he doesn't carry Eraser- 
Stik, please write to us 


7099 > 
7099B with brush | 


(UI FABER-CASTELL 





PENCIL COMPANY, INC., NEWARK 4, N. J. 
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Charies L. Swem * Madeline S. Strony * Alan C. gg 
E. Lillian Hutchinson * Robert R. Rosenberg 


ESSIE: Hello eve ryorme or perhaps 

' I should say good-by. Why? Well, 

I don’t know whether you noticed 

it or not—but, last month, due to an edi- 
torial make-up problem, this column was 


cut off right smack before I got 


good-by to you or even adjourn our meet- 


to Say 


ing. So I want to apologize for my appar- 
ent abruptness. Though I am not usually 
one to hold grudges, I assure you that my 
editor and I weren't on “smiling terms” 
for a good three hours the day that hap- 
pe ned! But, these are things of the past 


now; and, since at the moment we find 


ourselves Im a Very interesting pre sent, 


let’s get on to our first question tor April. 


with a 
this 
inquiries than 
any other of our éxperts. This letter comes 
from a secretarial student in Missouri and 
goes as follows: “In our shorthand class, 


| THINK WE HAD 
Miss 


month, she received more 


BETTER START 


question for Hutchinson: for, 


we were discussing how to write the dic- 
tator’s initials in the left-hand corner of a 


—_~ 






letter when the man’s name is Robert Van 
Horn, John Van Gordon, or John Van da 


marten. What do you say is correct? 
Also, how do you file names such as 
these?” 


Miss Hurcuinson: There is no rigid 
rule governing the style of identification 
data at the end of a letter, Tessie. Styles 
range from a single initial (that of the 
transcriber ) to the full typed name of the 
dictator followed by the transcriber’s 
initials. The selection is largely a matter 
of office style and personal preference. 

In filing, the prefix Van, whether writ- 
ten close or separated, is considered as 
part of the surname and not separately. 
For example, in filing “Robert Van Horn,” 
the first unit to be considered would be 
Likewise, in 
“John Van da marten,” vandamarten is 
the first unit; john, the second. 


vanhorn; the second, robert. 


Tessie: Well, Miss Hutchinson, since 
you're top man in the “Mailbox League” 
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OMY 
ASKS TH 


this month, we had better ask vou a see- 
ond question right away. Here is on 
from a secretarial student in Maine. She 
says that for the past six months there has 
been a controversy between the members 


of her shorthand class and her instructor 








The students claim that there is such a 
word as its. The instructor claims ther 
is no such word in existence. 


HurcHinson: No such word as its’ is | 
, ’ 





listed in Webster's Dictionary, Tessie; and 
10 7 d } 
— 
I can think of no possible way in whic 
the form could be derived. 
Tessie: Dr. Rosenberg, here is a very 
lengthy, but pertinent, letter on legal 


problems that I am sure you can solve for ] 
us. The letter is from a secretary in lowa 

She writes: “Like most 
have been working in the business world 


secretaries who 
for some time, my name seems to hav 
gotten on a host of advertiser’s lists. The 
mailbox is stuffed with all sorts of adver- 
tisements and often with stamps or mer 
chandise that I have not ordered. What 
is the legal thing to do? 


box of greeting cards (that I had not or 





“For example, yesterday I received ’ 


dered) from a novelty company halfway 
across the continent from me. 
in the box was an order blank stating the J 
price of the cards as $1.00, but the com § 
pany has provided no return postage. I! 
I return the cards, it will be at my ow® 
expense. Am I obligated to return them’ 

“If I am not legally obligated to retum 9 
this merchandise that I have not order 
what disposition is required not to const § 
tute ‘acceptance’ in the eyes of the law? ; 
I have heard that the usage of merchat f 
dise by the person to whom addressed, 
even though the merchandise was not oF 
dered, is considered ‘acceptance’ and Te 
quires payment. Is this correct? Would 
it constitute ‘acceptance’ if 1 were to drop 
them into the box in which the family 
collects unwanted items for the annué 
charity collection? 

“Then there 


Enclosed 





are those organization 


that send stamps of various kinds with 


If I keep the § 


requests for ‘donations.’ 
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Would 
o drop 
family 
annual 


zations 
ls with 
ep the 


stamps one vear and send a donation, am 
| obligated the next year to return the 
stamps if I do not wish to donate the 
second vear? In other words, is it setting 
a precedent to accept them once? 

“While speaking of stamps sent with 
requests for donations, there is a tax ques- 
tion | would like answered. Am I correct 
in the thought that, if I send the amount 
usually $1.00) requested for the stamps, 
the $1.00 is not really considered a ‘do- 
nation’ (in tax terms) but is considered 
payment for the stamps and that only 
money sent beyond the amount requested 
for the stamps can be considered a dona- 
tion for income tax purposes? In other 
words, if I want to deduct the $1.00 from 
my income tax, must I return the stamps 
along with my remittance? 


“What is the 


companies who send merchandise without 


law regarding those few 


its having been ordered, but who do en- 
close a return postage envelope? I have 
in mind an organization that sent me a 
fountain pen and with it a request for 
additional 
donation, or the return of the pen in 
an envelope they provided—with return 


$2.50 for the pen and an 


“busine SS reply markings The envelope 
was a very flimsy one. What assurance 
would I have that the pen would not be 
lost in the mail if I returned it in their 
envelope without insurance?” 

Dr. Rosensperc: Well, Tessie, I will 
try to answer these questions in the order 
in which they were asked. As long as this 
young lady doesn’t use the articles for 
herself or give them to someone else (thus 


exercising them), she 


jurisdiction over 





does not have to pay for them. She is 
correct In assuming that using merchan- 
lise sent to her, even though the mer- 
chandise Was not ordered, is considered 
acceptance : and 


When « 
that IS se 


requires payment. 
person uses an unordered article 


it to him, so exercising the rights 


es 
oF ownership over it, he is responsible for 
the fair itr of the article. 
r} ' ‘ 
recting cards do not have to be 


urned. She must not, of 
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Winner of Fashion 
Academy Medal 
for beauty of design. 


re freedom for more important work, 
en more valuable to your employer. 


SoundScriber gives you that freedom—freedom from the time- 
eating chore of personal dictation. Your Boss dictates when he’s ready; 


you transcribe to fit your schedule. 
effort and nervous strain. 


Both get more done, faster with less 


SoundScriber is so easy to operate, too. Exclusive “Television Index- 
ing” lets you actually see the length of letters. No irritating index strips 


, no hair-rumpling headbands. 
bell-clear. Like the full story? Mai 


Only SoundScriber Offers You: 


No straining to hear — 
1 coupon today. 


reception’s 





1. Automatic On-the-Dise Indexing. 
2. Two Arm Flexibility. 

3. Mail-Chute Size Discs. 

4. Lightest All-Purpose Machine. 


only dictation disc 
useable on long playing 
phonographs. 


SEND TODAY 
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SoundScriber Corp., Dept. TS-4 
New Haven 4, Conn. 
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BUCKI-TALK | 


Why do Buckeye Ribbons & Carbons 


remind you of the Easter Parade 2 





/ ° 
Cause your work will look smart, 
hike a new Easter bonnet / 


YOU can have me for your own 


on 


@ 
ex 





doggy poperweight. 
what you do: Write my folks 
your business letterhead 

and tell them the name and 
address of the dealer where 
youd like to buy... 


Here's 


Buckeye Ribbons and Carbons 
7213 St. Clair Ave., Cleveland 3, Ohio 








RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 





PRICE INCLUDING 
NEW TELESCOPIC 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 


tape to 20 inches. 


EYEGUIDE CONTRACTED 














an onthsclliancasiuasael 
manana SF ARE 


EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send youa 
RITE-LINE Copyholder with the understanding you moy 
return it without charge within ten days, 


RITE-LINE CORP. 
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How to Make 
INVISIe8Le 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


~FYBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 


The Eraser Co., Inc. 
116 S. State St., Syracuse 2, N. Y. 
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course, use them. The general law js 
this: “A person cannot be compelled to 
speak or to write or to perform a service 
in order to avoid a binding agreement 
and is under no obligation to reply to an 
offer.” A safe procedure to follow is to 
put the merchandise received in a place 
reserved for unwanted articles. Then, if 
the sender wants it, he can come and get 
it. After a time it may be 
discarded. 

As to the handling of stamps sent by 
various organizations, this young lady 
does not have to send a donation even if 
she does not return the stamps (unless a 
self-addressed, stamped envelope is in- 


reasonable 





cluded ). She is not correct in her under- 
standing of the tax question. All dona- 
tions for stamps are deductible. You do 
not have to return the stamps when you 
send your donation in order to treat the 
donation as an allowable deduction for 
income tax purposes. 

Returning goods in envelopes provided 
by the sender relieves this young lady of 
all further liability. The burden of proof 
that merchandise was not returned is on 








the merchant attempting the sale. I think | 


that answers all the queries, Tessie; and I 
might add that they were very good ques- 
tions. 


Tessie: Here is a question for Mrs. } 
Stony. A _ secretarial student in Ohio 
wants to know if it would be correct to 


add enclosure after the reference initials 
on a letter when the letter does not spec 
ify that there is something enclosed. but 
says, instead, “we have attached tor your 
convenience.” 

Mrs. Strrony: Why, Tessie; it 
would be absolutely correct to use Ene. 
below the reference initials even if the 
word “attached” is used. Enclosed means 
the same thing so far as annotating 4 
letter is concerned. The stenographer 
should, however, be sure actually to a 
tach whatever is to be stapled to the letter 
if the dictator really meant what he said. 
Otherwise the letter itself should be 
changed to read enclosed. 


ves, 


Tessie: Since that one was such an. eas} 
one, Mrs. Strony, we'll have to give you 
another. <A letter from North Carolina 


~ Or BAAS rll 





reads: “As a secretary with spare tim 


and a new typewriter, I should like ®§ 


know whether or not you have any infor 
mation available suggesting how I cou 
get extra typing to supplement my i 
come. Every day, in the mails, I recei¥é 


anne a, 











a and other advertising material 
d to } that have been individually addressed. I 
rvice | wonder if you could tell me how you ob- 
ment tain this work from large concerns.” 
(oan | Srrony: In discussions with firms here 
is to in the city that have such work to be 
lace | done, I have found, Tessie, that most of 
n, if | them prefer to have their typing jobs 
1 get | done locally, so that they can be returned new 
y be | the next day. I would suggest, however, 


that this young lady contact the employ- L E TTER 
it by i 


ment agency in her town or any local 
lady Le - ‘'riting Service. The | r . 
ad) etter Writing Service. ie latter often 
en if | does duplicating jobs for firms and will P L a c EME N T 
ess a | welcome someone like this young lady to 


Ss in- | do the additional typing. I would also GUIDE 


suggest that she insert an ad in her local 
newspaper in order to make her services 


Ww is 


L 


= 


for secretaries, students 
k nown. 


Slips into your typewriter 





Tessie: Here is a question for Dr. under letterheads ... helps 
Lloyd from a secretary in New York. She you set correct margins and 
says that a friend of hers operates an “oft- center letters perfectly. 
set” typewriter. She would like to know Cuts down retyping... saves 
just what kind of typewriter this is. time and paper. Write for 
nder- Dr. Lioyp: Well, Tessie, an offset your copy today—use coupon 
dona- | typewriter is just an ordinary typewriter below. Teachers: Guides 
yu do | that has a special arrangement for the for class use... write on 
1 vou | Tibbon. You see, carbon-paper ribbons your school letterhead. 
it the | are used instead of cloth ribbons. Using 
n for | @ carbon ribbon gives a much blacker, 


sharper, clearer imprint—just what is need- 
vided | ed for a circular or bulletin that is going 
dy of | to be printed by the “offset method,” 


EAGLE-A's 


Hinge_Top BOX 


| TYPEWRITER lets you slide out 
= a ! 
Mrs. | : oo ’ \ the sheets you need! 
Ohio} = Tessie: Mr. Swem, here's a question ra LHYED PV ARK! 

ect to} for you from a secretary in Tennessee. : 

nitials } She writes, “My employer is not one of 


proot 
is on 
think | 
and | 
ques- 
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Exclusive feature . . . with 
these fine boxed papers: 








spec: those co-operative men who give you the 
-d_ but pelling of ] ight be spelled EAGLE-A COUPON: 
a Du spelling of names that might be spe eC BOND (100% Rag Extra No. One} 
r your n more than one way. How can I let him 
know that he could save his time and EAGLE-A AGAWAM: 
° . * — j c © ; 
sie; it nine by telling me when Green has three BOND, ONION SKIN (100% Rag) 
- ‘ oa 
Enc. § es in it, ete.: EAGLE-A CONTRACT: 
if the Min. Sweat: I guess about the only BOND (75% Rog! 
means § thing this young lady can do, Tessie, is to 
ting a isk her employer to spell such names for EAGLE-A ACCEPTANCE : 
" r . . BOND (50% Rag 
rapher § her. | would say ask and continue asking 
to at- Ca h time it happe ns, until he eventually EAGLE-A TROJAN: 
» letter learns. Never interrupt his train of BOND, ONION SKIN 
e said. thought, though: it’s best to wait until MANUSCRIPT COVER (25% Rog) 
ld_ be le is finished dictating the letter before 


EAGLE-A QUALITY: 
BOND, ONION SKIN, 
MANIFOLD (No. One Sulphite) 


isking tor the spelling. And, if the spell- 
ing can possibly be secured from the let- 
im. easy | ter or memorandum after the boss gets 
ve you § through with it, I should advise the young 
- to wait and verify the spelling from 
that 


€AGLE-A TYPE-ERASE: 
(Rag Content) 


enti = 


arolina 


his same problem comes up not only 
in business but also in the court room. | 
Many times the spelling of a name may 
be vital to a man’s liberty. In court, if the 
matter is not too material, the reporter Holyoke, Mass., Dept. TS-2 
Waits and secures the spelling at his con- Send your FREE Letter Placement Guide: 
venience; if it is vital, he stops the wit- FAGLE-A BOXED 
ness or the attorney and gets it then and OOS | DUAL Ti 


the re. ie 8 §8€8FiRN eee 


‘he of Tesste: Before I sign off for April, TYPEWRITER PAPERS ’ ion ae oe 


oa wall . 

infor tric ids, J want to w ish everyone a VCTyY | SCG ST! Fee ee ee eee eee ee ee es DEATE. oo 5 
could Happy Easter. And now, until we're STUDENTS: fill in home address. 
my in- through ith April showers and enjoying TEACHERS: write on your school letterhead, 
receive sweet Nlay flowers, meeting's adjourned. 








MAIL THIS COUPON TODAY 
American Writing Paper Corporation 
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Cannot disarrange the hair Simplicity of operation . . Easy to carry... The Rex Re- Convenient to operate... The Rex Recorder can increase 







. High fidelity combination merely press ‘‘talk”’ lever and corder weighs only 16 Ibs.; Floor control unit...stop, the speed of your work and 
headset... Stethoscope, magic the machine is prepared to (20 Ibs. with case), and is a start and repeat... operated provide you with a restful 
ear...in one unit. receive message. compact 13” x 102” x 6” with one foot. atmosphere. 
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=; REX RECORDER BEGINS © 
... WHERE OTHER DICTA- 
TING MACHINES LEAVE OFF. 
CHECK THESE FEATURES 
WHEN BUYING... 


Magnetic recording is erasable, 
therefore disc is re-usable 10,000 
times or more and spot correc- 




















tions can be made by dictating The Rex Recorder is the finest dictating machine applica- 


tion of the magnetic principle of recording. By simply 
speaking into the microphone your voice is electronically 
recorded on a plastic disc. The same machine can be used for the 
dual purpose of dictation and transcription. It is the perfect dic 
tating machine, low in price, high in quality, sturdy, free from 
breakdown and economical to use. 


over mistakes. Simplicity of con- 


struction, no turntable, few parts 





and fixed recording head makes = Se%e* 


sr 


for repair-free operation. 





eee 


DICTATING UNIT 
(complete with microphone) 


265.00 


TRANSCRIBING UNIT 
(complete with choice of head set 
and foot-pedal) 









All True Dictating Machine Features... 
5 1. Immediate access to all parts of recording. 
o---- S55 =------ se 2. Perfect marking of length of letters and corrections. 
COMBINATION UNIT see ° 
(completely equipped for use as a 3. Word, phrase or sentence backspacing. 
4. Starting and stopping without clipping of words or noisé 












dictator or a transcriber) 


300.00 






Plus Local and interference. 
Federal Taxes . 5 - 
St, SSE Please send for Literature or ask for a demonstration in your office. 
~_ ae” You will be convinced of its many advantages. 


* 
5 * 
#69, 8.0.0 eee e",*.* 8 005% 
#59,9, 9.0. 0°0°0°s"4*,*.% 
© © 0° e"s*.*,*% 
'e * 


EXCLUSIVE NATIONAL DISTRIBUTOR 


Dealerships Now Available... Contact Us Immediately For Further Informatio 


AMERICAN DICTATING MACHINE COMPANY INC 


65 Madison Avenue, New York 16, N. Y. - MUrray Hill 4-3554 
Established 1923 
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: Busy Betty Gass makes notes while Lilly Daché, her vivacious French designer boss. gives 
rapid-fire instructions concerning some of the exotic “ots” in the new spring collection. 
| secretary (0 
| t ) 
| 
: ri 
LILLY DACHE 
plica- 4 A 
imply 
ically 
or the ’ Ud 
+ dic: ILLY DACHE hats have gone flying down to Rio, sailing off to Paris, and cross- 
from ing the continent on the nation’s crack trains. Some of the world’s most beau- 
tiful, most sophisticated—and most temperamental—women have worn her chiffon 
cartwheels, faille tricornes, and taffeta pillboxes on Hollywood movie lots and in 
New York drawing rooms. Her hats are known around the world as the epitome 
of smartness, and their creator as a fashion genius. 
S. ba Does a fashion genius have a secretary? Absolutely! Filling that job is a breath- 
5) taking business, “—but I love it!” says Betty Gass with conviction. “Lilly Daché is 
noise > the most stimulating person I know. She can outthink and outwork every member 
<— 


of her staff. I couldn’t work for a boss who was stolid and unimaginative.” she 


‘ adds. “Miss Daché goes a mile a minute. She can give you two weeks’ work in 


de 





= fifteen minutes.” 

~ That two weeks’ work may take tiny, well-groomed Betty off in any one of a doz- 
rmation = en directions. For she is much, much more than a “secretary” in the ordinary sense 
—- of the word. “Executive assistant” would come closer to describing her position 
NC. at the sleek Daché establishment. “I watch the purse strings,” she explains. “Fi- 
: nances are my special concern. I check all shipments of materials, keep track of 
554) production costs, and handle the bills. Sometimes I work with so many bills and 

money matters here that I hate to bother with my own at home, too.” 
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Miss Daché likes to open all her mail herself. giving 
instructions or dictating a mile a minute as she goes. To 
quote Settv. “Miss Daché can give you two weeks’ 

work in less than fifteen minutes.” 


“What about hats?” we asked. “When you work with 


them so continually, do they become matter-of-fact to 


vou after a while?” 

“Oh, no!” Betty replied emphatically. “Hats are so 
different. Each season’s collection is entirely new and 
always exciting. We never grow tired of hats.” Betty 
told us that she had quite a few Daché hats of her 
own. “... and I never can bring myself to throw them 
away, she added. “Sometimes I give them to friends, 
but often I save them and bring them back to the 
office for reference.” 


Berry HERSELF has a flair for fashion. having studied 
at New York’s famous Traphagen School of Fashion 
after finishing her business course. She used to design 
many of her own dresses and hats. but for the past 
few years she hasn't had time for that. 

[t was shortly after her graduation from Traphagen 
that a friend cilled Betty and told her she knew “just 
the place for her—a job with Lilly Daché.” “I was 
thrilled with the idea of working for Lilly Daché,” 
Betty told. us; “but, after a few weeks, | wasn't sure 
it was ‘just the place for me—and I left. You see, at 
that time Miss Daché had two shops, one on 77th 
Street and one on 57th Street. My job seemed to be 
a continual tag race, trying to catch up with my fast- 
moving employer. When I was at one shop, Miss 
Daché would call me from the other. By the time | 
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In the beautiful circular showroom. Betty 










and co-worker Pat Ellis check a display | 
of the newest Easter “bonnets.” Here | 
some of the world’s best-dressed women come | | 
to purchase Miss Dacheé’s glamorous creations. | 
( 
\ 
s 
( 
t 
f 
| 
a 
could get there, she was already on the way back. 
We were always following each other around and 
never meeting. 
“I didn’t even have a desk of my own then. My 
‘desk’ was whichever of the customer's tables was free 
at the moment. And, when there -were too many cus- 
tomers, I just had to move. 





“But. shortly after I left. Miss Daché called and 
asked me to come back. I returned just about the time 
she moved into her beautiful, luxurious salon on the 
fourth floor of the Columbia Broadcasting System 
Building on Madison Ayenue. Things were quite dif 
ferent then. No more tag games. I knew Id like myj 
job there. I've loved it ever since!” 

Betty was very fond of the salon at CBS. But soon 


even that became too small for the growing business 








of her talented designer-boss. Lilly Daché hats were 
becoming so famous that it was necessary to build § FE 
an entire building—nine floors—to house the plush 
salons, the busy offices. and the workrooms that are : ; 


the headquarters of the Daché enterprises. a 


ABOUT THEN one of Betty's co-workers stopped by to 
ask the price of a new hat. We questioned Betty, 
too, about what the price of Daché hats might be, 
and then braced ourselves for the answer! 

“Daché hats range from $55 to $125.” she told us, ; 


with a casual smile. 
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“Are all Dache hats sold in the New York salon at 
7S East 56th Street?” we asked. 

“Oh, no,” answered Betty. “A smart woman living 
in Dallas would get her Daché hat at Nieman-Marcus. 
In Chicago, she'd go to Marshall Field’s or Carson, 
Pirie, Scott. On the West Coast. it would be I. Mag- 
nins. We sell, not just Daché hats, but our whole 
line, at one or two top stores in large cities.” 

Energetic Betty knows the wholesale end of busi- 
ness, too. Her special talent for practical affairs helps 
her keep pace with rapid-fire orders and_ reorders, 
as well as with imports of materials. 

Her designer-boss flies to Europe four times a year, 
and on these trips she is always on the lookout for 
exciting materials—a snow-white organdy, pastel ruch- 
ing, dove-gray velvet. 


ONE OF BETTY’ JoBs is price-controlling the hats these 
will adorn. Anothe: is handling all foreign corre- 
spondence. And she is expected to know—almost psy- 
chically—the instant that the organdy arrived and 
just where it is in the workrooms. Someone is sure 
to want it—in a hurry!—and ask Betty. 

“Asking Gass” is something of a ritual at the Daché 
firm. From the moment she walks through the tall. 
heavy doors in the morning at 8:30 until she leaves 
at 6, she is a walking fount of knowledge to everyone 
in the place. 












setty. who must be “everywhere at all times” 
in the nine-floor Daché building. pauses 
to take a phone call in the Boutique on 
the main floor. In this shop are sold the 
decessories, separates. sports clothes. 


and other items that carrv the Daché label. 


She explains her reputation simply. “When I started 
working for Miss Daché, I was bookkeeper and gen- 
eral assistant at her two small shops. I’ve watched 
her fame spread and our business multiply. All that 
Betty 
smiling. “I couldn’t narrow down to just a routine— 
even when I started. I had to learn all parts of the 
business—and I did!” 


time I was learning more and more,” says, 


THE SLEEK STRUCTURE on East 56th Street now serv- 
ing as the hub of the extensive Daché enterprises 
is an amazingly compact, though diversified, place. 
At the top of the building, which is located just off 
Park Avenue, is Mme. Daché’s own penthouse apart- 
ment, occupied by the designer and her husband 
Jean Despres, vice-president of Coty perfumes. 

Here, among art treasures that range from Salvador 
Dali to antique church vestments, the French de- 
signer entertains her friends—many of them celeb- 
rities—and holds press showings. Here. too, she meets 
with her staff every morning when she is in New 
York City. 

“Promptly at nine o'clock, the switchboard buzzer 
sounds downstairs. Miss Daché is calling from the 
penthouse to ask that her mail be sent up. Then, 
after one of the secretaries in the office has gone up 
with mail and memos, Betty takes the elevator to 


the penthouse for her own morning conference with 


\ shipment of lovely pastel roses (for use in the 

spring of 1954) has just arrived from France. Part of 
setty's job is keeping track of all materials ordered. Miss 
Daché selects many of the unusual trimmings herself 

on her four yearly trips to Europe. 
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Betty waits for her boss in Miss Daché’s lavish apartment in the penthouse of the Daché build. 


ing. 


nishings 


her famous boss. She smiles when she describes these 
“Miss Dacheé 


hardly get them out fast enough. She can zip from 


sessions. bubbles with ideas—she can 
one thing to another in a split second. You have to 
know what's in her mind to keep up with her.” 
Morning conferences upstairs also include other 
staff members. There are the craftsmen who do the 
painstaking detail work executing Daché designs; 
and there are the salespeople, too, who must know 
their employer's designs not only in hats but in the 


other lines to which she has given her name—lingerie. 


Pat and Betty pause to chuckle at one of the notes Miss Daché has left for 
Betty's nook behind the Boutique may lack a bit of the 


building. 


> 
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Despite the gorgeous surroundings—th« 


treasures of Oriental art and the luxurious fur- 


they manage to proceed with very down-to-earth business. 


perfume, hosiery, gloves, wallets, and at-home clothes 
And they must know, besides, how to deal with such 
Daché regulars as Lilli Palmer, Vanderbilt 
Stokowski, and Greta Garbo. 


Gloria 


“It’s A HECTIC BUSINESS,” says Betty, with a ring in 


her voice. “It’s always a challenge—new stores, new 


customers, our spring line, showings for the press 


| 


SS 


| 


' 
| 
} 


“Sometimes,” she adds, “I look up and realize it’s three 


o clock. and I haven't even gone out to lunch. That’s the 


way time goes when you work for Lilly Daché. 


Bett Though 


glamor of the “public” areas of the 


it is certainly one of the busiest. 








_—— 








| 
uild- | 


fur- 


thes 
such 
orbilt 


1g in 
hew 


Dress 


three 
s the § 


che.” | 


ough 
the 






——— 


















National Secretaries 


Week is Set 


for May 24-30 


YWING THE SPOTLIGHT, the national spotlight! 
S It’s going to shine for a few bright days on Amer- 
ica’s office cinderellas—the chic girls who, with their 
winged pens and flashing fingers and welcoming 
smiles, have brought grace to the office and efficiency 
to management's headquarters. 

For, according to an announcement by Mary E. Bar- 
rett (she’s president of the National Secretaries Associ- 
ation), the U. S. Department of Commerce has again 
co-operated with the Association by proclaiming a 
National Secretaries Week and a National Secretaries 
Day. The Week will be May 24-30; the special Day 
will be Wednesday, May 27. 


Tuts YEAR'S CELEBRATION will be the second; the cele- 
bration was inaugurated last year—the first week of 
June. 

The date was changed this year for several reasons. 
Shitting the week into May enables many secretaries 
Whose vacations start in June to be on the job during 
the festivities. Too, the change will make it possible 
for thousands of schools whose doors close on June | 
to sponsor gala alumnae reunions in honor of their 
secretarial graduates and to conduct special programs 
during this week. 


WHAT DOES THIS WEEK MEAN to you? Well, it’s a time 
for some celebating—an office party, for example. A 
time when mayors will make proclamations, TV inter- 
view programs will have secretaries as honored guests, 
and new spapers will carry rotogravure features about 
The Girls Behind the Businessmen. 

A time for being noticed, all over again, by the Man 
Across the Desk, to the tune of a box of candy or 
one of the brand-new “To My Secretary” cards. 
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Heavy WEATHER last Secretaries Day for Boss Walter E. 
Ditmars (above), president of Gray Manufacturing Company, 
when he attempted to take over for his secretary, Claire 
Kearney. But Dictaphone Corporation secretaries were 
greeted with SUNNY SMILES AND Roses (below) when thev 
came to work. The executives had let them sleep late that 
morning to celebrate The Day and took over at the typewriters. 
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time when groups of secretaries will do special things 


-many NSA chapters, for instance, will have Boss 
Night dinners, and luncheons for the bosses’ wives, 
perhaps. 


By AND LARGE, then, National Secretaries Week will 
be a time when all America pauses for a second look 
at the Girl Friday’s of the nation. So, it’s an occasion 
for more than demure curtsies. It’s a time when the 
spotlight is directly on you . and when you have 
your chance, while your employer is looking and 
watching closely, to demonstrate by your own per- 
formance your real value to him and the charm, 
efficiency, and downright importance of today’s sec- 
retary to today’s world of business and management 
affairs. Our congratulation, girls! 
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HE PRETTY FLORAL ARRANGEMENTS that 

brighten up reception desks and executive offices 
don't just suddenly grow there. They are usually the 
work of a clever secretary—could be you. It’s the smart 
girl who. when she’s asked to select office flowers, can 
stop at a florist’s shop on her way to work and buy 
appropriate, long-lasting flowers tor an office arrange- 
ment. Knowing your way among the daisies and the 
tulips is an asset that will make you popular in any 
office. and elsewhere, too. 

Before you buy flowers, take a close look at their 
leaves and petals. They should be crisp, richly colored 
and free of blemishes. Beware of missing petals or 
leaves, particularly on roses, chrysanthemums, snap- 
dragons, and gladioli. They were probably removed 
to get rid of tell-tale signs of age. Flowerheads on 
roses, mums, and the like should feel firm when pressed 


lightly between your finger tips. Roses are fresh when 





Pink African daisies are combined with blue iris. white 
freesias, and Florida foliage to make a lovely mixed 


bouquet. 








= This unusual arrangement ef lovely spring flowers 
‘TA ~ combines magnolia buds with white tulips. red 

You re Asked | = : , r 

croton foliage (on right) and dieffenbachia folli- 


age (on left). 





to buy 


\ few exotic bird-of-paradise blooms are striking 
in this easy-to-do arrangement. A bowl of this 
type is a good basic shape to have on hand in 





any office. 


the 


OFFICE FLOWERS 


BY JEAN LAWSON 


394 TODAY'S SECRETARY. ¢ April, 1953 





: 





nh 


ers 
red 
oli- 


ing 
this 
1 in 





LL ee 


LN 


the outer petals are starting to unturl; bypass quickly 
any that look bluish. 

Are the stems of your flowers strong? They should 
hold their flowers firmly upright. Darkened or water- 
soaked stems mean flowers that have been in water 
too long. With some flowers—tulips, for instance—the 
heavier the stem is, the better the flower. 

A bunch of crisp, fresh daffodils, tulips, or snap- 
dragons will rustle when shaken gently. Fresh carna- 
tions also rustle a bit when you run your hand 
over them. With age, carnations close, the petals curl 
back, and the towers seem too heavy for the stems. 
Fresh iris are crisp and fragile-looking, the upright 
petals erect, not drooping. With age, lower iris petals 
curl at the edges. Transparent streaks in any flower 
petals indicate old age. 

Spikey flowers should be bought when still in bud. 
Gladioli are best when two to four florets have opened 


and many of the buds show color. Snapdragons should 
have many tight buds; if lower blossoms are gone, the 
flowers are old. Buy lilacs, too, when they are just 
in bud. 

Don't overlook the many interesting foliages avail- 
able today. They cost much less than flowers and go 
far in extending a few blooms. You can also make 
handsome arrangements using only different kinds of 
leaves. 


WE cAN’t emphasize too strongly the wisdom of es- 
tablishing friendship with a progressive, reputable 
florist. He can tell you which flowers are the best 
buys locally, what goes with what, what holds up 
best, and occasionally he'll point out something or- 
dinarily unavailable. He may also show you when a 
few choice blooms will be as effective as a whole 
bouquet of other flowers. 








WHAT TO 


GOOD CHOICES -the year around 


\rRICAN Daisy or Gernera durable 
and dramatic, both bright and 

pastel colors. 

ANTHURIUM (flamingo tlower, or 
patent-leather flower) -expensive, 
but long-lasting and smart in modern 
ollices: three flowers with other 
foliage can be effective. Flowers 

red or pink. Orde ahead. 

CARNATION- -medium priced: use with 
foliage. 

CORNFLOWER (bachelor’s-button )—medium 
priced, lasts well, lovely blues 

to combine with other flowers. 
GLADIOLUS—-economical, buds open 

ove! long period, Many colors. 

Save foliage to use again, 

Pink Ticer Lity—-handsome and long- 
lasting. Not always available, 

sO ordet ahead. Needs spacious 

setting. 

Roses many sizes, prices, and uses. 

But show your originality by using 

other flowers more frequently. 
SNAPDRAGON——a reliable and eflec- 

live standby. Remove flowers ais 

they fade and the spikes will be 

colorful for some time. 


WINTER FLOWERS —-December through 
February 

\CACIA (mimosa )—Tiny yellow balls 

on slender stems. Good with other 

lowers or greens. 

Biro OF PaRapise (strelitzia) 

exotic orange and blue flowers. 

Expensive, but long-lasting. Two 

or three blooms can be very effee- 

tive, Order ahead. 


CALENDULA—cheerful yellow and 
orange flowers, inexpensive and 
long-lasting. 

CHURYSANTHEMUMS many types, colors, 
SIZES, and prices, Long-lasting. 
Darropits and Narcissus—bright har- 
bingers of spring. Relatively 
short-lived, but inexpensive. 

Forcep BRANCHES flowering quince, 
dogwood, cherry, crab apple, ete. 

Use alone or with other flowers 

or foliage. 


Hearier—sturdy, long-lasting lav- 


Be... 


ender flower to mix with others. 

Persian Burrercur (ranunculus) 

sturdy, double flowers in many 

colors. Long-lasting. Add foliage. 

Srar or Berncenem (Chincherinchee) 
-spikes of white flowers, buds 

open gradually, last several 

weeks. Order ahead. 

TuLirs—many colors and forms, to use 

alone or with other flowers. More 

expensive now than will be later, 


SPRING FLOWERS— March through May 
Biko oF Parapist 

CALENDULA 

DAFFODIL 

Forcep BRANCHES 

Iris—gracelul, vivid flowers to 
combine strikingly with pink and 
yellow spring flowers. Handle 
carefully to avoid bruising. Save 
foliage to use again. 

Litac—showy and usually fragrant; 
the long clusters demand a large 
container and spacious setting. 
Maricotp—the sturdy little orange 
or yellow flower of summer gar- 
dens. Inexpensive and durable, 

but some people may not like the 
pungent odor of their foliage. 
RANUNCULUS 

Scabiosa (Pincushion Flower)-—a 
substantial, long-lasting flower 

to combine in bouquets. 


Pups 


SUMMER FLOWERS— June through 
August 

Asters, China— showy pink, blue, o 

white medium-priced flowers: 

readily available. 


CALENDULA 
Cockscomp (Celosia) 
reddish plumes. 
Daistes—Painted Daisies, Shasta 
Daisies—all long-lasting and 

good in bouquets. 
DeLPHINIUM——good for tall effects: 
real blue, or pink or white. 


long-lasting 


Larkseuk—-showy purple, pink, blue, 
or white spikes, much like del- 
phinium. 
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Peruvian Lity (Alstroemeria ) 
bright clusters of orange flowers 

on long, leafless stems. 

Rep-Hor Poker (Tritonia)—yellow- 
orange spikes resembling their 
namesake. For bold effects. 

Scauiosa €Pinceushion Flower) 


Zin NtAs—many kinds and sizes, 
medium-priced and plentiful until 
frost: they “drink” lots of water. 


FALL FLOWERS~—September through 


November 
CurinaA ASTERS 
Birp oF PARAptist 
CHRYSANTHEMUMS 
COCKSCOML 
MARIGOLD 
Scasiosa (Pincushion Flower) 
Rep-Hor Poker 
ZANNIAS 


FOLIAGE to supplement flowers and 
to use alone 

HucKLeserry the backbone of many 

florist’s arrangements, Small. 

shiny dark green leaves, long 

lasting and elegant. 

MIoUNTAIN LAUREL—second most common 

foliage in flower shops. Larger 

leaves, lighter green, and aro 

matic, 

RHOpODENDRON—big branches of long, 

dark green, glossy leaves. Hand- 

some for large arrangements. 

EUcALYPTUS—very decorative gray- 

green leaves, either arranged in 

a close spiral around the stem 

or held loosely in the normal 

manner. Exceptionally durable. 

Can be quite impressive without 

flowers. 


Croron—tropical, gay leaves, some- 
times long and twisted, marked 

in many weird patterns. Usually 

sold in short-stemmed bunches; 

not so suitable for background 

material as the others. 

Fact Foutace -in autumn many multi- 
colored, natural, and dyed leaves 

are available, as are the golden 
yvrains—-wheat, oats, ete. 
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(200 wam) 
Angeles 


is awarded the Diamond Medal 


H. Or lo Backer 


by C. lL. Schupp and 


at Los Metropolitan Junior 


College. 


Secretary 


BY ELIAS JOHN PEPPER 


as 


7ESTERDAY I sat in on a labor-management con- 
ference. (This is the way Pepper started his story. ) 
The previous week I'd ridden our private railcar on an 
inspection trip with my boss, O. A. Smith, president of 
the Pacific Electric Railway Company of Los Angeles. 
Sure, my ability to take dictation at 200-plus words a 
minute has boosted me into a man’s world—as secretary 
to a railroad president. But I got to thinking the other 
day about another far less secure world into which it 
catapulted me in 1944. 


AGAIN, IT WAS A MAN’S WORLD. And again, shorthand 
was the jumping-off place into adventure. It happened 
a week after the Nazi panzers retreated out of Athens, 
hounded by the Greek partisans and British liberation 
forces that had stormed ashore the previous September. 

Back in Cairo, where I'd been stationed with other 
U. S. troops, an OSS intelligence mission was formed. 
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High shorthand speed started Lou Pepper's success storv. Here he 
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Elias “Lou” Pepper confers with his feminine counterpart. 


Mrs. Beatrice Rowe. also secretary to Pacifie Electric 


Railway Company's busy president, Mr. O. A. Smith, 


IN A MANS WORL 


told to 


JAMES JOSEPH 


[ts purpose: To fly into Greece. Orders came through 
that I was to go along as secretary to the Missions 
chief, Marine Corps Major Gerald Else. 

There were several reasons why I was assigned as 
secretary to this cloak-and-dagger outfit. Even then | 
could rattle off 175 words a minute, and the Army was 
impressed. But just as important, although born in New 
York City in 1921, my ancestry is Greek—little as the 
name Pepper may suggest it—and I spoke the language 
fluently. This made me a natural for the Greek Mission. 
We were flown into Athens on the heels of the retreat- 
ing Nazis. In Athens we set up OSS headquarters, dis- 
carded our army uniforms for civilian clothes, and 
began our intelligence probe for which we had been 
assigned. 

There were plenty of reasons for our being in Athens. 
The Partisans had most certainly harassed the Germans; 
but, unfortunately, as we were to learn, the major 
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Lou Pepper. fifth from left (in light suit), sits in on monthly labor-management meeting. The big problem here is not just get- 





ting everything down accurately, but knowing the conferees’ names and attributing statements to the proper persons. 


itv of these guerrillas were leftists—perhaps not wholly 
dominated by the Soviets, but leaning strongly in their 
direction. 


FLYING INTO GREECE, With the Germans in retreat, we 
thought the shooting war was over. That’s what we 
thought! Then in December. a few months after our 
arrival, civil war broke out between the leftist partisans 
and the royalists. | put down my steno pad, and with the 
rest of our mission, donned uniform—with an American 
flag sewed conspicuously on the shoulder. But snipers 
—many operating right across the street from our office 
—apparently were color blind. We dodged rifle fire. 
ducked as planes strafed the city, and ran (never 
walked) from one side of the street to the other. 
Civil war is a terrible thing. In Greece it was a fight 
of family against family, brother against brother. I'll 
never forget the day that a teenage boy was shot down 
a few feet from our office door. There he lay in the 
street, mortally wounded, with rifles spitting from 
every doorway. Some of us rushed outside, grabbed 
him, carried him inside. Then, either through sheer 
recklessness or bravery (Ill never know which), we 
jeeped him madly through the streets to a hospital. 
But our efforts were in vain. The boy died that night. 


WHY AM I REMINDED OF ALL THIS? Simply because it 
contrasts so vividly with the everyday routine of most 
secretaries, who can comfortably and safely step out- 
side for coffee and a doughnut without having to inch 
along bullet-pocked walls and suddenly duck for cover. 

But my experiences in Greece weren't all hyphenated 
by violence. At war’s end, I was discharged from the 
OSS. A month later I was back in Greece, this time as 
administrative assistant to Dr. Henry Grady (later 
ambassador to Greece). On this second visit, I was a 
member of a fifty-man team sent overseas by the State 
Department to observe the first postwar election in a 
country still seething with civil strife. Our State De- 
partment wanted to make sure that fair elections were 
held, and that was the duty of our mission. Again, 
because I could speak the language and knew short- 
hand, I was able to mingle with the voters, taking 


notes. feeling out popular sentiment. With elections 
over, our Mission enplaned for the U. S. and disbanded. 

What does all this point up? For one thing, it 
emphasizes the importance of male secretaries. 
My experience since the War has only bolstered this 
conclusion. 

After several secretarial jobs in New York, I moved 
west with my wife to California. There wasn't a top 
secretarial job open in the Pacific Electric Railway sys- 
tem, a combined freight and passenger service operat- 
ing in Southern California, so I took a job as stenogra- 
pher-clerk in the payroll department. Meantime, biding 
my time, I enrolled in night school at the Los Angeles 
Metropolitan Junior College, starting at the bottom—in 
the primary class—because my speed was down to 120 
words. 

Within two weeks (4 nights a week, 2% hours a ses- 
sion) I'd jumped into the 175-word bracket. | kept 
hard at it for the next nine months and, in August of 
last year, was presented with my Gregg Diamond 
Medal for 200 words a minute. Spot dictation, tape and 
disc recordings were my teachers—and it was a long 
row to hoe. I’m convinced that in the ordinary office 
you cant get really high-speed dictation, mainly be- 
cause very few employers talk that fast. What you need 
is outside work, and lots of it. 


ONE DAY, WHILE I WAS TAKING DICTATION from the man- 
ager of the Pacific Electric payroll department, I was 
called out by a personnel officer. “Get your coat and 
come with me,” he said. 

Guess I’m fired, I thought. But a few minutes later 
I was introduced to Mr. Smith, our president. Before 
him was my record. Since then I’ve been head-over- 
heels in top railroad management. 

There's our labor-management council, of which 
I’m officially secretary. Once a month the railroad’s 
management sits down with representatives from the 
Railroad Brotherhoods—and I’m there, too, taking 
down the whole thing in shorthand. It’s a little like 
court reporting. The big job—get it right; get it exact. 
and attribute the statements to the right people. This 
ability doesn’t come naturally, (Continued on page 428) 
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With Irene Kenrick standing by, 
Evelyn explains her plan to ex- 
pand the files from the three 
middle drawers she uses the 
first part of the year to the one 
at top and one at bottom 

summer and fall bring a bulge, 
overloading the center three. 


You tile This Way 


Evelyn’s day usually starts in the seat of this stationary 
Actually, it’s the sorter that rolls along as she flips invoices and mail quickly 
under the alphabetized flaps. 


“roller coaster.” 


IN A MEDIUM-SIZED OFFICE 


BY MARTHE GROSS 


T'S SPRING; and, as you pass the perfume counter, 

the bottles of cologne in their Easter packages 
catch vour eye. 

“ll take this one,” you tell the clerk; and a bottle of 
Lentheric goes home—a gift to yourself or to a friend. 

That bottle you just bought, multiplied by thousands 
going over the counter in drug and department stores 
around the country, plays a part in the filing job done 
by Evelyn Schramm. 

Evelyn is the one-woman filing staff of Lentheric’s 
credit department; and, in one of the drawers at her 
finger tips, are records of. let’s say, the “Home Phar- 
macy, Springfield, Ohio,” where you buy toothpaste 
and coughdrops and perfume. 

Recently, we spent a day on the job with Evelyn at 
the Lentheric sales office in Long Island City to get a 
first-hand idea of filing in a medium-sized office. 

The Lentheric branch in Long Island City, across 
the East River from the smart headquarters in Manhat- 
tan, is ideally modern—soft built-in ceiling lights, sleek 
desks, and timesaving equipment. Evelyn has one 


whole section to herself. where she can work comfort- 


ably and quietly. The cabinets are arranged in two 


rows facing across a wide aisle. There are three filing 
stools for drawers “middle, low, and lowest,” but very 
little else to give the section anything of clutter. 

One of Evelyn's first jobs in the morning is working 
—not with the files themselves—but with the sorter, 
placed just in back of the cabinets and close to her 
desk and a work table. 

Sitting beside the sorter in its own attached chair, 
she slides the tagged flaps back and forth on their rol- 
lers and slips the papers in place. “I do half the alpha- 
bet at a time,” she explained. “Then I take my stacks 
right back to the cabinets and get them into the right 
drawers.” 

It looked like fun, and we asked if we could try it- 
With Evelyn standing by, we took her place at the 
sorter. Edmundson’s Variety Store went into place, 
and then the Griffith Drug Company. Marshall Field 
was next. We scooted the smooth-rolling track down to 
the M’s and had the flap up when we heard a firm, 
“Not there!” 

“But it’s Marshall Field,” we protested. “You file 
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Companies sometimes 
Evelyn has to keep a sharp eye for other controls 
number, or location—to help her file correctly. 


' 


invoices for Famous-Barr department store in St. Louis 
under FAM. Doesn't that same thing apply?” 

“Not quite,” she said, smiling. “Marshall Field is the 
name of a man. For filing purposes we'd apply the same 
rule as Adams, William. That makes it Field, Marshall 

it goes under the F's!” 

Somewhat deflated, we moved around to the cabi- 
nets as she went to transfer the right groupings to their 
drawers. 

The A’s went quickly, and the B’s. 

It looked easy, and we asked if we could try it. 

“But don’t go away,” we said. 

“l wont,” she promised with a wink. 

CAR, CAS, CAT. ... This isn't hard at all. we de- 
cided smugly—but silently. In a few minutes we had 
reached “City Drug” invoices. Digging in the drawer, 
we soon found the purple Remington Rand tab for it— 
part of their Variadex system that Lentheric has in- 
stalled. 

The invoices were almost in the folder when Eve- 
lvn’s hand intervened. 


“City Drug Company,” she said. “You have one for 


City Drugs period. Check the location.” 


“gang up” on a popular name like City Drug so that 
account number, store 





Even modern filing equipment like 
the Remington Rand “Variadex” 
system that Evelyn uses is only 
as good as the person in charge. 
But Evelyn's job isn't only a 
matter of sorting mail and in- 
voices and seeing that they are 
put in the proper folders. When- 
ever she gets a chance, she takes 
time out to bring labels and fold- 
ers up to date. 


She was right. I was about to put papers for City 
Drug Company, Biloxi, Mississippi, into the folder for 
City Drugs, Madison, Wisconsin. 

“We have more than a dozen like that, 
plained. “City Drug Company, City Drug Stores, City 
Pharmacy, The City Drug.” 

“You check the town,” | remarked brightly. 


“Even that isn’t always foolproof,” she answered. 


Evelyn ex- 


“Lentheric sends cosmetics to a lot of chains. The Wal- 
green Chain has dozens of stores in Chicago, for in- 
stance; some on the same street. The only sure way is 
checking the account number our billing department 
assigns to a customer.” Her finger went to digits along- 
side the name. “Right here. And one more thing,” she 
went on; “we file City Drug 1314 in front of City Drug 
1579. See? Low number first!” 

“You know,” I said, with all the importance of new- 
found knowledge, “there’s something more to this filing 
than just putting the papers away.” 

“I found that out my first day, too,” Evelyn answered 
with a wry grin. “Here,” she added, picking up the pile 
of letters I had not yet disposed of, “I'll take the D’s 
and you watch!” 


TODAY'S SECRETARY ¢ April, 1953 399 














l ~ high, but heels on the floor 








Back rest against small of back 








Back rest lets you sit wav back 








Back rest is flexibly “stiffish” 
Drawings, court REM RAND 
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Sitting Pretty? 


BM CHUCKLING. I have just stumbled onto the joke of the 
| century—one that we Ladies with the Notebooks are putting over 
on our bosses. It all starts with efficiency. And chairs. They think! 

It seems (so the efficiency experts discovered a while back) that 
the quickest way to increase production is to cut down fatigue. 
Want more letters per day from Suzie? Then, keep her from getting 
so wrung-out tired. 

How? One way is to encourage Suzie to get more sleep at night, 
but it is rather hard for an efficiency expert to do anything about 
that. Another way is to improve the conditions and materials with 
which she works. Get her a better typewriter. Improve the lighting. 
And, especially, get her a chair in which she can sit all day long com- 
fortably, without backache or shoulder ache or sit-itis. Yes, that 
especially. 

Designing a chair that would fit all the Suzies—-we come in as- 
sorted shapes and sizes, you know—was quite a chore, but the engi- 
neers did it. They perfected what is called the “posture” chair. 


Now, If ISN’r ENOUGH to have a posture chair; you have to turn 
a couple of dials or push-pull a couple of plugs, and then the chair 
will fit vou. You raise the seat to the right height—as high as it will 
go without lifting your heels from the floor and without having the 
front edge of the chair press against the backs of your legs. 

You adjust the back rest, too—two ways: High enough so that it 
fits snugly into the small of your back, well aboye your waist; and 
pushed forward or backward enough to permit you to sit all the 
wav back in the seat of the chair. When the back rest is right, you 
have a feeling that a gentle hand is pushing you up comfortably 
straight. 

Underneath the seat there is a knob that varies the stiffness of the 
back rest. You can make it practically rigid or make it “give” easily. 
As vou like. 

In about three minutes. you can “tailor” the chair to fit you... 
and give you good posture. 


Bur THE CHAIR takes a little getting-used-to, like a pair of shoes that 
are uncomfortable at first. even if they are I. Miller's best. You are 
tempted. “Should 1.” you ponder, “lower the seat or change the 
back rest so that I can slump as of vore?’ 

Then, suddenly, you. ..1... we... remember there’s a bit 
more than efficiency connected with good sitting posture—there’s 
also this matter of beauty. There’s something about sitting pretty 
that makes you look pretty. (And who doesn't think that’s just as 
important as efficiency any day? ) 

Using a posture chair does reduce fatigue and boost production. 
Funny, though, the way the men—engineers and bosses alike—really 
think that is the main reason for our liking posture chairs! 
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The tests given below and on the next three pages sample the traits and non- 
technical duties of a good secretary. If you will follow the directions closely 
and indicate what you do do instead of what you think you should do, the tests 
will give a pretty straight and clear picture of the kind of secretary you are. 
Find out right now: 


— 
— 


@ 


Are 


You a GOOD Secretary? 


DO YOU LOOK LIKE A GOOD SECRETARY? 


My office coat is in a basic color that 
harmonizes with my suits and dresses 
I know the lining of my coat is hanging 
(or that a button is loose or missing) 
My wear-to-work hats are definitely 
trim and tailored, nothing gaudy for me 
I usually wear a bright, cheerful coat, 
whether or not it clashes with anything 
I often kerchief instead of a 
hat, because a scarf is more practical 


wear a 


When the weather is warm enough, I 
don't bother to wear gloves................ 


I like smart, basic dresses for work 


The tailored suit is my office favorite 


Now and then I like to wear a dreamy, 


low-cut blouse to the office................ ' 


The best gloves I have for office uss 
are (sorry to say) in need of mending 


One of my favorite blouses has a ripped 


seam—but I keep my arms down 


1 make a point of always placing my 
clothing on strong hangers, shoulder 
pads in place to avoid unsightly ridges 
Most of my frilly, slinky 
numbers. I'm the office sensation! 


dresses are 


I'm one gal who wouldn't be caught 


dead with anything in her suit-coat 
NODITIIIIINE scssssenscogemnunitoinlatetitainsiieidibiedshiasiicesnealictialle 
The gloves I wear are the easily 


washed or easily cleaned variety 


I prefer to wear a skirt and sweater. 
(Sure, I whistle right back!) 


I never wear any telltale five-and-ten 
jewelry that gives itself away as being 
cheap—even if it is easier on my budget 
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By Elizabeth F. 
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Trumper 


| the statement is true or appropriate to you, circle the letter under Yes; if it is not, circle the letter under No. 


Can't find a thing in mv handbag 


| love to wear clanky bracelets, and 
dangle earrings are my favorites.......... 


I wear small earr‘ngs and a few pieces 
of jewelry. They are additions, not dis- 
tractions, to my appearance 


I polish or brush my shoes regularly—a 
girl has to have her best foot forward! 


Once in a while my heels are badly 


worn; but then I switch to my loafers 


My stockings are free from snags and 
runs—and I keep the seams straight. 
(Wait: look at them right now.) 


Every morning I check my appearance 
before a full-length mirror 


I make a point of seeing that my bag is 
neat, brushed or polished, and that it 
matches with the rest of my outfit 


My office wardrobe is composed mostly 
of bright colors—I like to make sure I'm 
not overlooked 


I don’t worry about runs and snags be- 
cause my hose is so sheer you couldn't 
BOW TUNE cidebarecdnc , 


| sew loose buttons so quickly that | 
never lose them! 


I’m proud: My boss has never seen me 
fix my hair or make-up................c00eeeeees 


I keep a spare nail file and clothes 
brush in my desk for emergency use.... 


SCORE 


) Q Q 
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DO YOU THINK LIKE A GOOD SECRETARY? | ay craupia GARVEY 


You have been secretary to Mr. Philip West, manager of the Sales Department, for four months. His ad- 





vancement will be determined by his superior, Mr. Arthur Masters, general manager of the company. Indi- 
cate what you probably would do (whether or not the answer is the ideal one) in the following situations: 




















| 


oe ee 


TEs Ow 


eee 


I. A conference is to start in an hour. One letter. from a firm in vour city, is nowhere in the office. It contains vital (but 
not confidential) information, which you remember pretty well. This is urgent. What do you do? 

A. Tell Mr. West what happened, &. Type as much as you remember, ©. Call the other firm, have a secre- 
hope he remembers the facts. then explain to Mr. West. tary dictate the letter, type it up, 
label it “phone copy. 

2. Suffering from a headache, Mr. West stepped out to the corner drugstore. Mr. Masters stops by twice to see him. On 
the second visit. he says: “Isn't Phil back yet? Well, I'll stop by again in a few minutes.” What do you do? 

A. Ask someone to watch your desk KB. Ask someone else to go after Mr. ©. Decide that Mr. West must be 
and phone; go after Mr. West. West while you wait. back any moment. Do nothing. 

3. On Monday Mr. West gives you a five-hour assignment that is due the next Monday. “If you need any help on it,” he 
says, “let me know—but don’t wait until Friday to tell me!” But, emergencies come up. On Friday you realize that you 
won't get it finished. You have an important date that evening. You can get into the office on Saturday, although the 
office is closed that day. What do you do? 

A. Frankly tell Mr. West you did not =. Cancel your personal plans for ©. Make a trip to the office on Satur- 
do the job, ask for help. Friday night; do the work then. day; do the work then. 

4. Mr. West expected to take a man visitor to lunch at Darev’s, where he always lunches. Mr. West is suddenly called 
out of town; he asks you to take the visitor to lunch, your company to pay. How will you manage payment of the bill? 

A. When the bill comes, pick it up Be Phone in advance, reserving a ©. When the bill comes, give the 
betore guest can get it. table and arranging payment. guest the money to pay it. 

5. You are asked to help Mr. Masters’ secretary with overflow routine correspondence; also to take some dictation from 
one of your company’s salesmen who stopped in. You still have some dictation trom Mr. West. All the work is 
routine—none of it is especially urgent. You can’t get it all done today. Whose do you do first? 

A. Mr. West’s, because he’s your &®. Mr. Masters’, because he is the ©. The salesman’s, because he’s ie 
regular responsibility. most important person. only one who buys you cokes. 

6. When dictating to you, Mr. West gives a customer the specifications of a new product. While transcribing, you note 
that one figure is different from what it was in another letter. What do you do? 

A. Decide that Mr. West probably B. Verify with the other letter; cor- ©. Verify with the other letter, then 
knows what he’s talking about. rect new letter. ask Mr. West what to do. 

7. Mr. West has been working all day on his departmental budget. He has finished his first draft and is in the process 
of making some corrections when he is called away for « few minutes. Mr. Masters stops by and asks you to give him 
Mr. West’s budget. “It was due in my office an hour ago!” he says. What do vou do? 

A. Find the papers on Mr. Wests  &. Tell Mr. Masters you don't know = ©. Explain that Mr. West is recheck 
desk, give them to Mr. Masters. where they are but will remind Mr. ing some figures and is planning to 
West when he returns. bring the budget in very soon. 

8. Mr. West is on a trip. Transcribing dictation that is two days old, you discover that one letter contains a price quota- 

tion that the customer must have tomorrow, by noon. He lives in Chicago: you are in Boston. What do you do? 
A. Send a telegram with quotation; ™B- Send the letter by air mail, special ©. Send the letter by air mail. 
sav confirmation coming by air. delivery. 

®. Mr. West is arranging a special luncheon, with ten guests. ‘Iwo guests know no one but Mr. West. Two other guests 
know most of the others but “can’t stand” each other. It's really an important occasion. What is your responsibility? 

A. None. It’s not your party, and &. Mention the two problems to Mr. ©. Make place cards, mention the 
vou re not invited. West so he doesn't forget them. problem, suggest a seating plan. 
10. You took some important papers home to work on them last evening. You catch cold, won't be in for two or three 
days. Mr. West will be in tomorrow, but not today: and tomorrow he will be tied up in conferences most of the day. 
Still, someone may need the papers before you get back to the office. What do you do? You report absent and... 
A. Tell one of the other girls exactly ™B. Call Western Union and get a ©. Ask one of the girls (a friend) te 
what papers you have, in case any- messenger to take the papers back to come get the papers this evening, o 
one needs them. the office. today it she can find time. 
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DO YOU SOUND LIKE A GOOD SECRETARY? ss s,y e. LILLIAN HUTCHINSON 


This is a test of your ability to pronounce words correctly when you speak rapidly. It takes two persons 
—you and a scorer. Get someone to sit opposite you so that he can check the upside-down column while 
you read the Test Sentences aloud. His column tells him how to listen to and score your speech. 











| (but aia aa fit-fivag-1) Wg “fissaq-t) you—fiupiqy st dey, “OE 
“=. a javj-nohi-sing 4ust YyYoryM—s«Djsang st deal “GZ 
secre- Seba seabiistailts : ‘fj ; ane TEST SENTENCES 
fij-jp-aa yng ‘fipjaas you—fiypoas st dea YE 
it up, rl anes a } ll L ‘8< 
nen cccsvoccconccsocs 00]q wq ‘oo}-pq you—anjq st dery, *1Z When the scorer calls the sentence number, 
oo ey aqeyAs gesif aug qusoow—ayeinbxa st devil ‘gz read the sentence out loud. Read it quickly, 
ill oe os a spurting your words as though you were really 
ia pupjind-Duo] jo ateaoq—pupjsy] Duo] st deal, *¢Z making an exclamation. Use your normal pro- 
ist be date re , ~wice 
, "a re ‘pio you ‘ping yy sowAys Y—papad st dviy “FZ nunciation, accent, and tone of voice as you 
“ read the sentences. 
it.” he | i, wg te Djjas-Ang-un AUST YOLYM—D]pIAqun St devil, ‘ez 
at you | ——" 2g AIS Wq ‘azug ang you—asudans st deal “ZZ 1. Yes, I could have done it much better! 
th the - — — 
: | —— 1p ayy Away MOA ains aq—fiyjojuapiou st deay “|Z 2. But I couldn't find them anywhere! 
Satur- ~ bie oe punos 2 dy} aojJoq Y JO puNnos Iwao V YALA 3. Ll can't tell which is the better one! 
‘woyjany peaounouoid st Ji—aayjaym st dviy “(yz 
| ont | ibis fen ; L 0 4. Oh, I smashed the new percolator! 
called Pa en casi D-ysd yny ‘nofi-ysa you—s0},Dj)DIs— st Aviy ‘GI _ Pu 
1p ; 1 1 l Lo 5. Honestly, I did it accidentally! 
al ————"an-pynoys aq you ystiui—vapy pynoys st devil “g| 
e the | - 6. What length did you say you wanted? 
; “*(YSIp) pps you “fivs YL syavys—otpps st dvay *)] ;, it 
- ra =— ae all 
—_— autul Jou ‘Wy UL Spua—amnuojuvd st deay “gt bs Gh, De aE Vee ny 
. . . »’ — Hin s! 
ork is eenanaiha celine O ayy tvay NOA aans aq—Auojsiy st deap “c} 8. You know he’s not the athletic type! 
4 epee A aesen D ayy Away NOA ains oq—fiuvpunog st deay “fF | Y. Brother, did that make me boil! 
>S ule , , ° 
ee ““fippsnfi yng ‘fippsoo J you—fipps My Sl deiy ‘C] 10. IL understand he is quite a singer! 
note aired alan unfiz ynq ‘uoo}, you—auny st deiy “Z| 11. But, really, they aren't comparable! 
‘ ——a1qriypss gsaf uo yuooor—ajyqoupdmos si deay, *| | 12. Oh, what a beautiful tune! 
. en i 
Te Sen es ‘40-Buls ynq ‘sap-Fuis you—sapus st dvay “(| 13. I can’t possibly be there on Tuesday! 
rocess —— pd YIN OWLAYL pUsaOP YoIYM—plog st dep °6 14. That's not the state boundary line! 
e him ; 
rower svonsces ‘II-V-yy JO aiwmoq—yapyy st dray °g 15. Yes, | do like history very much! : 
‘heck- aa a a yi Ul ns Ivap ev yyan—fupnigay st drip *) 16. I'm not very good at pantomime! 
ing to § jain ‘ 4 
t Dan WIN Iq “YpUa] you—Yywua] st dvi “yg 17. Please, please turn off the radio! 
juota- ; pO Ava NOX ains aq—Ayojuapioov st dvip °C 18. You know I should have been told! 
‘oy-sad ynq ‘ananb-1ad you—soznjoo4ad st deal *f 19. I hate those old-stvle escalators! 
7 “"punos 2 dy} dOjoq Y JO PUNOS Ivalo 20. Why do you care whether or not I go? 
PYM ‘yoarmy paounouoid st yi—yorym st deiy “¢ ; 
guests _ ~ ; 21. And, incidentally, where were you? 
itv? s jvuy ve Surppe ynoyuyM—aiaynfhun st deay °Z ; : 
he suialatai Nas ; 22. What a wonderful surprise this is! 
n the an-pjnoa aq you ysnui—vapy pynvd st deay *] 
I. 23. Someone took my new umbrella! 
three ‘yapu yooyD Yyovo sof Spurod | sjad aT] 24. -I wish I had a pearl necklace! 
» day. dpa, ayy sadpasa sapoas ayy ft saouazuas yapu 
-yYOOY) ‘aDUaJUAS AY} PDAL 0} AAYD} 48a} AY} sO{ 25. She was not born on Long Island! 
} DUDS D SD AQUATUIAS AY. > doqtunu ai DO ‘tol > _ 4 
nd) t LS. 4 i ‘ l 2 Hil U 26. Isn't that an exquisite pin! 
ng, of pupjssapun nohi uay Ay “suoyIaup Duisoas ay} pvay 
27. You look grand in a blue gown! 
HAWYOOS AHL OL 
28. You mean you really will teach me? 
——— —— 
I~ 5 = 29. I think I saw a burglar in there! 
30. Say, let’s peek into the new library! 
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DO YOU ACT LIKE A GOOD SECRETARY? By mary ELIZABETH WRIGHT 


there are three possible answers to each question: Yes. or So-So (which 


means somewhat or sometimes), or No. Indicate your answer by circling the 


number in the appropriate column. Add the circled numbers for your score. 


YES SO-SO NO 
Are you sO much a fan of your boss that no one would criticize him in front of you?....... _ ner Deciiied DR isinniiiebindined -2 
Does your boss boast about you to other executives, because he’s proud of vou?............. _ ER Eee RE aCe? 0 
Do vou maintain and use a tickler file so that you can remind your boss of dates of 
staff birthdays, anniversaries with the company; periodic reports; and so on?................... _ yee: eee Reccobaisicabiited 0 
When vou do personal services for your boss (like shopping, getting coffee. ad 
dressing Christmas cards, etc.), do vou teel that he’s taking advantage of vou?............... Qe... oo. _ Re ee 4 
If you hear gossip about your boss or department, do you squelch it thoroughly?............. Riccnstabloatica Ee ree 2 
Are your office and your boss's the neatest, best organized on the floor? oo... ee. _ Ee ae ie 0) 
Do you feel like a martyr or a heroine when, to help your boss, you put in overtime?....... ES pa See eer 3 
Do you enjov associating with vour boss and share his enthusiasm for the company ?....... _ ae (nes aes Mew l 

g pan 

Do you like to catch vour boss in a mistake and let him squirm a little bit?..........0........ Messen as Sie 3 
When your boss is pressed tor time, do you volunteer your services to do “extras”?....... _ eee Generar eae ee 0 
Are you able to recognize the voices of most persons who call vour office?..................... es seo | ee eee 0 
Does it amuse vou when your boss gets tied up with a visitor who won't leave?............... _ ES ee __ nn (emer 3 
Do you know your boss's correspondents so well that, without being reminded, vou 
know when to use their first names (like. “Dear Phil”) in letters to them?....................... 4 Sane 0 
When your boss is late or forgets appointments, do you “cover up” for him?................. SEED vee See ee 0 
Are you able to take care of some of your boss's callers (say, LO per cent) ?................... _ are ae, Olina ewe 2 
Is your desk or office a congregating point for triendly fellow workers?.......................0 , a _ Sere onee 3 
Would most of your fellow workers and your boss sav vou have a good sense of 
Ti eel de i Stn MD ands ah cmediabicualaiald Sa Sane Pepe 0 
Can you take criticism or talk with untriendly people without bristling right back?......... ae ee DB ceiaocinns 2 
Do you have your boss’s desk dusted, pencils sharpened, etc., before he arrives?............. isienniieih sedi renee: meee 0 
Can you take instructions (particularly when vou don’t especially approve of them 
or like them) without raising vour evebrows, frowning, or making remarks?................... Ee Meee 0 
Are you just as cordial to the office boy as to the president or his secretary?................... rccisngehioreoes eee eee 3 
Can you set up a staff meeting without constantly asking your boss for advice?................. en ee RR ewes 0 
When you arrange a staff or other conference, do you make sure that everything 
needed is there—reference materials, pads and pencils, et.? 0.0.0... cccceecceeteeceeeeceeeeeeeeeeeeeeees Pubiheneivanacn _ ne oes -2 
If you were ill, would it be tough for someone to handle your routine duties?............... iisentiedndcesss eae Pare 3 
Are you so co-operative and so well accepted by other secretaries in your firm that 
they will do favors for you and your boss, just because you ask them to?...................c:e000e en Spee _ eee eee 2 
Do you usually foresee and provide materials (figures, letters) your boss will need?....... eae: SEN Ricstnasdcaeinel l 
Do you perform most of your duties without being reminded that they are to be 
SY RMD e aie tbacntatiesiiiacicibsietiarinle tains Pinner snnienteorciia Peaeuh ebanwledbincs ninsnaguesantesicunaesesaenadeniebasiscaceadanions _ Re, PO ny fem 0 
If you say a job will be done by such-and-such a time, do others rely on your word 
without constantly checking to see how you are coming along?..............c..ccccccecceceeceeeeeees _ re, See ae ee * 0 
Are you one person whom the new employees soon learn to stay far away from?........... ee Pewee pee oe 3 
Do your associates and boss feel that they could count on you completely in any 
Sy ee IO... dass ndasdeniieiesenteciasandbamatesedasbbeipeoumiibiiaibenuasiibiiel €..cuin nee 4 


U ey > YOUR SCORE 
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absolute ¢ 


obsolutely 


accommodate 


accommodated 


accommodation 


accommodations 


accumulate 


accumulated 


accumulates 


accumulating 


ac quaint-acquaintance 


acquainted 


acquainting 


administer 


administered 
administers 


administration 
administrator 


administrators 


against 


against me 


against that 


against the 
against this 


ago 


days aqo 


few days ago 


months ago 


week ago 


year ago 


agree 


agreeable 


agreed 


disaqree 


disagreement 


agra- 


aggrovate 
aggreqate 


aaqqression 


agaressive 


agriculture 


agricultural 


all over the 

all over the country 
all over the state 
all over the world 


amendment 
amends 
amended 


amount of money 


amounts of money 
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oe 
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anti- 


antedate 


anticipate } 
¢ 
anticlimox 


antidote 
antifreeze 


antiseptic 
antisocial 


application C 7 


appreciate-appreci ation 


appreciated Y . 


appreciative 


appropriate Cc y 
appropriated 


appropriately 
appropriating 


appropriation 
appropriation bill 


appropriation committee 


arrange-arrangement 


arranges 


unarranged 


as a matter of course 


as a matter of fact 


as far as 


as far as that 


as far as the 


as far as possible 


associate g 


associations 


at once 


attention 


my attention 


your attention 


call your attention 
at the present time 


avoid 
avoided 


avoidance ( GQ 


bankrupt 


bankruptcy 
bankrupted 


belittle . a 
book value 


bring up 
set up 
take up 


bureau C 


bureaus 


bureaucrat 
bureaucrats 
bureaucratic 


Expert Timesavers In har 


Compiled for Today's Secretary by Mrs. Edith Smith, Lewis and Clark College. Portland, Oregon 


candidate 
candidates 


carry 


carried 


carries 


carry on 


B 
carry out io) 
ga 


certain J 


certainly a 2? 
certainty 2? 


uncertain 


xy L 


chairmanship L._ 


chairman of the committee , a -o 


chairman 


chairman of the subcommittee ZL —s 
charge 


charged / / 


charges 


civil service J 


civil service committee 


civil service employees J 
comittee : fe 


committed - 
committees ? 
Finance Committee 


House Committee 2 


recommit —_ 


subcommittee * od 


communicate-communication 


2 > 
communicates " ’ 

7 
communicative 2 Ty 
uncommunicative - . j 
community ry 
communities > A 
compensate 7 S 
compensated > S 
compensation pb 
compensatory 2 

Cer 
conference 2 
conferences € ? 
Congress > > 
Conaress of the United States —— 


constituent 


VY 
7 


constituents 


constituency 
conversation 7 F 


conversations 
co-operate 


corporation 
corporations 
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court — 
courts rt 
P 
supreme court —Y 
criticize-criticism Of 
criticized ius 
dA 
criticizes —~ LPT 
, 
debate 
debated 


7 
“Zs. 
via 
a a wail 
debates 2 “6 


decl- 
—_ 
declaration i 2 
declare Feil 
“vo? 
decline Oa 
declined se 
. 
declining si 
def- ( ) 


defeat g ? 
defend Z 


defer 


define (a 


defraud ( 
develop 


devote ( 


divide FP 


division ‘¢ 
democrat é 


democrats f f 
undemocratic 


Department of Commerce 


Department of Defense 


a 
Department of State A» 
State Department , “Z 


Navy Department 














Post Office Department 
Treasury Department CY 
ci sappoint 
7 i 
disappoints Yih 9 5 
eS, a 
disappointing Fai : 
"a F 
disappointment ts : 


distinguish 


distinquished 


\ 
“ 
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distinguishing Pts F 
done a — 
has done * 


have done 





can be done re) 


ty 
“a. 


To be continued next month) — 


could be done 
should be done 


it will be done 
has not been done 











For your first new cotton of the year, we sug- 
gest this perky striped dress that has many 
expensive details to belie its tiny price. As for 
instance: the crisp fabric is Sanforized to make 
sure the dress keeps its smart fit no matter how 
many washings you give it. You'll also like the 
pearl-button closing, the full skirt. and the 
dolman sleeves puffed with unpressed pleats 
above the tab cuffs. All a good value for $6.98. 
In blue, rose, or lilac, with white stripes. Sizes 
9 to 17, 10 to 18. Order from Lana Lobell, 
Dept. E, Hanover, Pennsylvania. Add 25¢ for 
postage and handling. Satisfaction guaranteed 


by Lobell’s or your money refunded. 


eo ad 


{. (stcrion 
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spruce up for 
SPRING 


Everything is sprucing up for spring- 
there are new flowers in the park; the 
woman next door is hanging up fresh cur- 
tains; and the office clean-up campaign is 
in full swing. Undoubtedly the urge to do 
a bit of sprucing up yourself has you 
thinking about some new career clothes. 
Here is a collection of budget-priced out- 
fits to give a lift to your wardrobe 
and carry you through the in-between 


season until warm weather arrives. 
















Some like them short. some like them long. You can take 
veur pick in Kay McDowell's suggestions for your spring 
coat. Both in bouclé (important for its texture interest) ; 


both in natural. blue. pink. gold. or navy. Sizes 7 


to 15. Shortie. with Peter Pan collar. is $24.95: shawl- 


collared coat is $32.95. At Stewart's. Baltimore: Jordan 


VMarsh. Boston; Wolf and Dessauer. Fort Wavne. 


You li be pretty when it rains. in Aqua-Sheen’s pin-dotted 
duster of taffeta-crisp plastic with snug contrasting 

collar and turn-back cuffs. Best of all. its free- 

flowing lines let it fit right over your coat. And when 

the sun comes out. you merely fold it up in its case. 

Wear it belted or flared. Sizes small (10 to 12). medium 
(14 to 16). or large (18 to 20). $4.95 at B. Altman & 

Co.. New York; Halle Bros.. Cleveland; City of Paris. San 
Francisco; Dry Goods Co.. Denver. Reversible hood is $1. 


-~ 








For Easter. for ofice—for so-o many occasions 
vou ll want R & K’s figure-making rayon sheer dress 
with tiers and tiers of tucks, and button trim. 

In navy or black, with white pique collar; sizes 10 
to 18.9 to 17. $19.95. at Carson Pirie Scott & Co.., 
Chicago: Field Schlick, St. Paul; Strawbridge & 
Clothier, Philadelphia; The May Co., Los Angeles. 
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This perky dress will always look smart be- 
iuse its good looks are due to the 70 per cent 
orlon, 30 per cent nylon fabric. It washes like 
a dream, needs little or no ironing. has per- 
manent pleating. In brown, green, copen 
blue, or red. Sizes 7 to 15. 8 to 16; $8.98. 
Order from Lana Lobell. Dept. E, 

Hanover, Pennsylvania, Add 25e for postage 
and handling. Satisfaction guaranteed 
your money will be refunded by Lobell’s. 


























Lampl designs a suit of Nub-o-lin (wrinkle resistant 
rayon and acetate) to give you warm-weather comlort 
and top-secretary smartness, Sizes 10 to 20. In 

beige. apricot. light blue. navy. About $18. at Wood- 
ward & Lothrop. Washington; J. L. Hudson, Detroit: 
Wim. H. Block Co.. Indianapolis; Joske’s. San Antonio. 











BEAUTY 


YOUR 


BY 


OU HAND THE BOSS your neatly typed letters; 

you point out his train time on the schedule; you 
give him the file he requested. All these acts show 
vour efficiency—and they also show off your hands, 
which should tell of the same efficiency in your groom- 
ing habits. They will, too, if they are always immacu- 
lately manicured—nails always neatly and smoothly 
filed, with unchipped enamel in either a carefully 
matched shade (yes, bosses do approve of colored 
nails) or colorless polish. 

You can be sure your manicure will be in good con- 
dition all week if you set aside time to give yourself 
a complete and careful manicure each weekend. Com- 
plete means following all the steps described in our 
picture series. These will probably require an hour 
session. A professional manicurist takes this amount 
of time to do a thorough job, you know. If you want 
to duplicate her results—have your manicure last all 
week—you must allow at least this much time and 
follow the same procedure. Twe coats of polish be- 
fore you dash for the morning bus will give you a 
half-way manicure that must only be redone in a 
day or two. 

Besides following all the steps carefully, there 
are a few precautions you should take to make your 
manicure last. The way in which you apply the enamel 
has a great deal to do with how well it wears. If 
your manicures have a short life expectancy, check 
these points to see what may be causing the trouble. 
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FINGER 


TIPS 


HELEN WHITCOMB 


IF ENAMEL CHiPs, perhaps your trouble is due to: 
1. A film of oil or moisture on the nail when the 
first coat was applied. (Always wipe each. nail 
with polish remover just before applying the 
base coat—no matter how “clean” you think 
vour nails are. ) 
Enamel that is too thin. 


Forced drying 


oo lo 


(putting your nails under cold 


water; holding them before a fan or heater). 


IF ENAMEL PEELS, it is usually due to: 


1. A. film of oil or moisture on nails. 
2. Enamel that is too thick. 
3. Application of a fresh coat before the preced- 


ing one has had time to dry properly. 
Or PERHAPS YOU ARE BUBBLES as you 
spread the polish on your nails? This may be caused 
by enamel that is too thick, or you may be applying 
it too heavily. Were you sitting in a breezy spot? A 


TROUBLED BY 


draft of air from an open window, a fan, or from the 
heat of a radiator may cause those bubbles. 
After you close up your little bottles and admire 
your lovely nails, it is important to keep them from 
hard labor for an hour or more. Actually, it takes sev 
eral hours for your polish to harden completely, % 
remember to pick up objects carefully and to ope® 
bobby pins with the balls of your fingers. At all times 
avoid using your nails as tools. 
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You can make 
your manicure 


last all week 


“BuT My NAILS are so ugly that I don’t want to call 


, attention to them with polish,” we heard one girl 
| remark. Actually, if your nails aren’t the lovely oval 


~~ 





shape shown in our photographs, you can create an 
illusion of perfect ovalness by doing a bit of camou- 
flage with your polish. If square, boxy nails give your 
hands a stubby look, try leaving uncovered large deep 
moons, and don’t carry the polish all the way to 
the sides of your nails. Round childish-looking nails 
can be helped by keeping the side edges clear and 
carrying your polish from base to tip, with no moon. 
Some nails are spatula shaped (fan out toward the 
tips). These can be made more oval by leaving a 
deep moon and not extending polish to the side cor- 
ners at the tip of the nail. 

The color you choose depends on the shade of 
your lipstick and the outfit you are wearing. Your 
finger tips and lips should always harmonize. If you've 
given yourself a manicure with a lovely pink polish 
and suddenly decide you must wear your dress with 
the orange scarf, take a few minutes to brush on a 
new coat of polish harmonizing with the orangey- 
red lipstick you'll wear. Just put the new coat right 
on top of your old pink shade. Strangely enough, the 
more coats you have on your nails, the more chip 
resistant your polish will be and the more protection 
will be afforded for your nails. 

Your hands say so much about you. Take time to 
see that they tell only compliments. 








Dampen a small ball of cotton with remover (it's 
not necessary to saturate it). Press cotton on nail 
for a moment to dissolve old nail enamel; wipe 
clean. 


File nails in one direction, from sides to center. 
Do not file deeply into corners or make extreme 
points, but keep nails in rounded oval shape. 


Buff nails in one direction, from tips to base. 
Buffing stimulates circulation and makes nails 
healthier. 


Soak fingers in warm soapy water, dry carefully, 
pushing cuticle back auile with towel. Carefully 
push back any stubborn cuticle with a cotton- 
tipped orangewood stick that has been dipped in 
cuticle remover. Never press hard; never cut 
cuticle. 


IMPORTANT! Wipe each nail with remover to 
remove any trace of oil or moisture. 


Apply base coat to right hand, then left. Let dry. 


Apply two coats of nail enamel, letting the first 
dry thoroughly before applying the second. Do 
not do more than one nail without re-dipping the 
brush. Do left hand first. 


Using the ball of your finger, wipe a hairline edge 
from the tip of each nail after each coat is applied. 
This prolongs the life of your enamel and the 
beveled edge makes it less likely to chip. 
When enamel is slick to a light touch apply one 
of the special top coats for brilliance and hardness. 
Wipe the neck of nail ‘eqn bottles with re- 
mover before you replace the cap. This allows the 
cap to fit tight, postpones thickening of enamel. 
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today’s seeretar 
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SIZES 
S—24"—25" 
M-—26"—28" 
L—30”—32" 




















10—20 


9223 sizes 12-20 
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9223—Time to plan for summer. Our first suggestion is a side-button casual, 
perhaps done in navy butcher linen with a red-striped scarf. Sizes 12 to 
20. Size 16 takes 3% yards of 39-inch fabric; 2 yard contrast. 
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~E 
9308—Boxy jackets are big news in suits. Here’s an easy version to sew RS 
yourself. Use wool for now. a light fabric for summer. Sizes 10 to 20. <a 
Size 16 jacket takes 1% yards of 54-inch fabric: skirt, 14 yards. LPN 
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1636—This easy-to-make wrap-tie skirt can be whipped up in a_ jiffy. Can't 
you picture it in denim—or pique, or light flannel? Waist sizes small (24 to 25), 
medium (26 to 28), and large (30 to 32). Medium takes 3 yards 35-inch fabric. 
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1644—This good-looking surplice dress will be the mainstay of your vacation 
wardrobe and your summer dating. Quick and easy to make. Sizes 12 to 20. 
Size 16 takes 4% yards of 39-inch fabric. 


Send 35 cents in coins for each pattern to: Today’s Secretary, 215 
Pattern Department, 243 West 17 Street, New York 11, N. Y. Add 
5 cents for each pattern if you wish it to be mailed first clas<. 
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In Washable, Won 
NYLON 


Hanover, Penna. 


1 for after-dark dating! The 
ie’s a dilly . . . 55% NYLON, 
45% PIMA COTTON . . . a joy to 


wash ... a breeze to press. Double- 


decker collar ‘n’ cuffs of NYLON 
linen . . . tucked bodice, plastic 
acorn buttons, a giant whirl 
of a skirt! In lilac, cocoa, 3 
slate blue or grey. 
Sizes 7 to 15, 8 te 16 

Really exceptional 


at only $8.95. 


ORDER BY MAIL: USE THIS CONVENIENT COUPON 
SATISFACTION GUARANTEED OR MONEY REFUNDED 


LANA LOBE H ve Penna., Dept. $Ti 


at $8.95 eac 


tat 
ate 


Payment Enclosed. Add 25c for Postage & Hand ng 
} €.0.D. Enclose $1 deposit on o 0.0. orders 


Send 20c for latest fashio staloque 


* Registration Pendis 
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‘Lips 
lipstick protector 
Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you all day long by 
~ brushing clear, 

liquid Nu-lips over 
your favorite lipstick — 
even the creamiest kind! 
$1 plus tax 


If unavailable locally, send $1.20 


to Renorr partums itd, 


120 w. 42ND sT., N.Y. Cc. 








Here's What You DON’T Learn 
y cs her it Ss I i 


in School! 


%3 58 


101 Ottice onent 


Cuts’’—the most ‘selliching. comprehensive read 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max 
well, the book is studded with wondrous ideas 
glaaned from a long career in New York adver- 
tising, general ottice, and newspaper helds. 98c. 


Real new Books, Box 1432-T, GPO, N. Y. 1, N. Y. 

















man DELS 


OF CALIFORNIA 


panroMossen - 


Swirl Black patent, red 
\\ or navy blue calf, black 
\ or white suede. 18.98 


Avenue Black 
patent. White, 
red or navy blue 
calf with white 
nailheads. Black 
suede with 
rhinestones. 18.98 





Write for free booklet illustrating exclusive styles. 
aan back if shoes returned | unworn in 10 days. 


416 
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SMUG as 


we 


He. FEEL the Easter 
Bunny have so many 
interesting shopping hints to pass along 
to you this month. make good gift 
items, but there are a few here that we 
felt you might think were so good you'd 
want them for yourself, 


because 


Some 


too. 


Twin Good-Luck Rings. Two for luck 
and two for smartness when you choose 
these good-looking sterling-silver rings. 
They are designed by the skilled Indian 
silversmith, Blue Sky Eagle. (We like 
his picturesque name almost as much as 
his jewelry.) Each ring has five pretty 





but 
worn 


turquoise-blue stones in 
attractive setting. 
two on a finger, 


a simple 
They are 
but you may wish to give 
one to your best friend and share the luck. 


usually 


Sold separately also, at $2.95 each, or at 
$5 the pair. Price includes postage and 
tax (no C.O.D’s). The rings can be 
ordered from Old Pueblo Traders, Box 
4035, Dept. TS, Tucson, Arizona. Be 
sure to specify your ring size or measure 
your finger with string and send the 
measurement along. 

Right in the Eye. Would I have been 
glad for an easy-to-thread needle this 
morning! The button popped off my coat 
and, in my rush to fix it, | was so nervous 


it took me almost five minutes to thread a 
needle. Then, at work today, we got news 
of a wonderful little needle that practical- 
ly threads itself. It looks like an ordinary 
needle with a tiny slot cut into the top of 
the eye. When the thread is bent over and 
pulled downward into this slot, the needle 
is threaded—just like that! A little catch 
prevents the thread from sliding out again. 
A package containing three packets of 
the most-used sizes costs $1 postpaid and 
can be ordered from E. Lawrence Karp, 
Dept. TS, 24 Hubbard Avenue, Stamford, 
Connecticut. Wonderful for busy sewers 
and folks with poor eyesight—as well as 
for late secretaries. 


For Brighter Smiles. Dentists say that 
whenever possible you should brush your 
teeth immediately after eating. And it’s 
possible to do this conveniently after 
lunch, too, with one of the new Twisto 
portable toothbrushes that carries its own 


supply of toothpaste in the handle. Just 
fill Twisto with your favorite toothpaste 
and slip it into your purse or lunch kit. 
When closed, it looks just like a fountain 
pen; but it opens to reveal a nylon bristle 
brush. Carries eight to ten days’ supply of 


paste. $1, postpaid. Order from Twisto, 
Dept. 153, 900 Main Street, Redwood 
City, California, or look for Twistos in 


drug and grocery stores. 


Make a Miracle. If, around about now, 
you get a longing for a touch of spring 
on your desk, we have just the thing for 
you. It’s called a Miracle Bowl; and, if 
you just add water and treat it kindly, 
you will soon have a bowl of lovely mixed 
flowers blooming on your window sill. 
Our little bow] is of gay red waterproof 
paper composition. Already a few shoots 


have begun to sprout up, though we 
black-thumbed gardeners feel we don't 
deserve too much credit, because the 


Miracle 
ordered from 


flowers are guaranteed to grow. 


Bowls cost $1, and can be 


Terry Roberts, 116 East 53 Street, New 
York 22. You'll find them lots of fun, 
we're sure. 

Bars Star. The bar pin is top fashion 
news this spring—the bigger the better. 
Here we show Coro’s smartly curved 
oversized bar pin to clasp across your 


neckline and keep a scarf in place. Youll 
also anchor your favorite stole with it and 





find it the handiest piece of jewelry you 
own. Price is about $3, plus tax. 
convex-curved bangle bracelet to adil 
is $2, plus tax. Both in “gold”; both are 
carried by 
country. 
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leading stores all over the 7 


>, 
For Every Secretary’s Desk. What every 


“personal” drawer is # 
quick cleanser to wipe away 


girl needs in her 
good, 


grime of the day and send you off pretty} 


and sparkling to your after-five activities 
Coty has just the thing—Instant Cleanse 
This is a creamy liquid that floats off the 
dirt, leaving your skin immaculately 


clean. Comes in a squeezable white plas 
tic bottle that can take rough treatment ® & 


It costs $1.50, plus tax, for# 
bottle. 


your desk, 
six-ounce 





HERE IT IS! the only Beauty Book ever published that is 


s shopping GUARANTEED TO 
MAKE YOU MORE 

























— 
lust First Touch of Spring. A bit of frill in 
iste tune with spring, vet tailored enough tor 
kit. office wear, is this cotton batiste blouse e 
ain trimmed with rows of Schiffli embroidery 
nd st Ss ) Ss ad ) -sS «* UV; A 7 

stle al inserts of shadow-striped organdy A More Glamorous YOU in 4 Weeks 
y of 
rs or YOU PAY NOTHING! 
ood Yes ... with the help of this new book you will be 
= more attractive, more desirable, in just 4 short 

weeks... or you pay not a penny! It’s true! We’ll 

actually send you the book to <se for a full month 

Ow, . and if it hasn’t helped you become more glamor- 
ring ous and attractive ...it doesn’; cost you a cent. 
for This is the most daring guarantee ever offered on 


l, if 
dly, | 
ixed 


any book, any charm course anywhere! Take ad- 
vantage of it now... mail the certificate below at 
once for your free-examination copy of 


















: i Anita 
sil. Cclby 
roof ; . famous 
oots glamour coach, 
we now reveals the 
lon’t secret for turning 
the The fabric is Sanforized. In white only; “Plain Janes” in 
-acle sizes 32 to 40. Price is $2.98, plus 15« for to glamour girls. A SAMPLE OF THE WONDERFUL HELP YOU'LL GET: 
Tom postage and handling charges. Order Wiats for 2 glowing shin and eHow wo peve smooth, stiky 
New from Lana Lobell, De pt. E, Hanover, w “= ye a BF ce es Be a Py eng ee ta = gg OE 
fun, Pennsylvania. Incidentally, if you would gee, ee Oe Se tee te wake Genel Games 
like a new Lobell catalog chock full of on en gpl ecg py ee cones a on a 
id-looking outfits at tr uly budget-sav- Ben to ae ea, , lestroes balt— wric h short ha r 
hion ug prices, just send 20c to Lana Lobell. —§ Why this sensational offer? Why does $19), “ae Ao paaeeS hen. too carts Bese hs 
fe Ke ular customers W ill recelye thre catalog one of the world’s largest publishers take ; at He ow to es ite: ain, an A eg — sr kind a ae 
ives tree the risk of sending out thousands of books ' Pitgedh-+ th 206i d gs lhegrar a taal 
your § with this smnating guarantee? Why are woldng yur ere 43 goers 
oul: } Right on the Nose. Newest « ntry in the we so positive Anita Colby’s book can fa ae comin teniiones baawe co noone. Tae oe 
and F beauty sweepstakes is a new pressed pow- help you? og Ya gE a - Fo 
der palette by Dermetics, to be known as First ... because this is unlike any other el ge Me My DB Bg hy BB 
Place and Show. The new compact com- beauty book you have ever seen before! It is rid of a bulky tire around the middle 
: \ equal to charm school courses that cost $50 Tricks on eye make-WP—Correct eye make-up for your shape 


ive close-set eyes a wider-spaced look. How 


ines the joyful no-spill convenience with $100—or more. Day by day ... just as if you 































; r ; 9 ~ small eyes look bigger, too large eyes look smaller 

¢ ill the other qualitic s of Dermetics face were taking individual lessons in the most ex- How to exercise your eyes for beauty. Special eye-beauty 
» ° x hints for girls who wear glasses. How to tweeze and shape 
wale G1] 95 pensive charm school ... Anita Colby shows eyebrows, apply mascara and eye-shadow. What to do if 

: - <9, plus tax > : 
you new and exciting deason make- -up, c ‘lot hes, sow | eyebrows are stubborn and won't stay in place 

grooming ... gives you tips on developing a "0y {2 have te peste ofa medeh— an casy posture habit thas 

' Scarf with a Message. Ilere’s a scart that more alluring figure, softer hands, more lus- had posture and how to correct them. How to walk and 

. . . ae. stand as ode dc ro rrace ays to si > a dy’*’ 

should serve as a gay reminder to the trous hair ... gives you dozens of in-a-jiffy {ints on going up and down stnire avecetully, 
r diet rs, tor it has haut pers Baza s Y-day methods for disguising faults oe: shows YOU How to develop a charming personality— rasy ways to develop more 
+ \\ Diet how to glamorize yourself quickly, inexpen- : terest, more zest in living. How to actually plan to make 
yn I . ° nice 1ings appen to you De ele ne habits of -atn 

4 le le : Cary lprintec on a sively. and tidiness. How to be a sod ieote or " Btinte on ta 
itton square, There are grapetruits and Second ... the Colby instructions are tail- charming “ in any npan _ Bad ane raational 
in chops and vegetable salads to lure a ored to YOU ... to YOUR own personality. ¥hen ou speak. How to enter a roomful of people. How to 

- ‘ « , autifu st e Ww maouer shy eee are ac- 

licter away from the sweets and forbid- You are shown how to use only those glamour quire social poise. How to be interest tin to men. 

. habits that are best for you—and you alone! Clothes tips tor oe typ@—simple, scientific way to find the colors 

You don’t spend any more time than you do d shades that are best for you. Foolproof way to find the 

a ig t ‘des f make-up to wear with your various colors 

. a @ suv 9 Woe kareena 2¥4 right now on routine beauty care but you What &> weer to look shorter or taller. How to disguise 

viva & 

, you - ‘ mn . “ 4 large hips. What are best colors for the thin girl. What 
: : learn all the RIGHT things to do—all the ing of ‘hat doen most’ for en for the thin ce 
The : i little secrets that im- clothes. Ideas for play clothes combinations, street wear, 

natch ‘ 3 prove your complexion, 

h oe : Ss your hair, your figure, Seeeeae ae eS ee ee oe 

° ; , , ; 
4 a your poise— everything Fk . 
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. R See the exciting dis- ROR SueRare Ans . 
‘ - covery waiting for you Pre 
every | ' ; in the pages of this new 4 O Furth Avenue, New York 11, N. ¥ 5 
- ig a YY . book! Mail certificate for ' Send me ANITA COLBY'’S BOOK OF CHARM AND GLAMOUR for 10 7 
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Double-Duty Dictation 


by DR. A. E. KLEIN 


DUTY ONE: To review the place names and name endings in commonest use. The letters given here 
are not “packed” with city and state names, but give a generous sampling of geographical forms and 


endings that are found in both place and personal names. 
for practice before you take the letters for speed dictation. ¢ 


In addition, some other words are previewed 


DUTY TWO: To build speed in writer. 


After practicing the preview outlines, take the letters from dictation at faster and faster rates. The 


count is given every 20 “average 





words. 


We 
separate the Pacific Coast into three 
distinct territories. The state?” of Cali- 
fornia is to be one of these territories. 
We should like vou to handle our busi 
ness in this* 


Gentlemen have decided to 


state tor us. 

We have introduced our machinery 
into the states of New York. New Jer- 
sey, Pennsylvania,“’ Ohio, and Michi- 
gan in the short space of six months. 
All machines placed thus far are pro- 
ducing fine records and*® creating an 
interest that indicates a considerable 
vo/ume of business in the territories" 
thes reach. 

If you are interested in a dealer 
contract for the state of California, 
we shall be glad'° to discuss the mat- 
ter with you. Yours very truly, 

Dear Mr. Greenfield: As 
quested, I have planned an'*" itiner- 
ary for Mr. Johnson. It is enclosed. |] 
understand he is to be accompanied 
bv his'®® secretary, Mr. Winston. You 
will observe that I have included Buf- 


vou re 


falo, New York: Philadelphia,’ 
Pennsylvania; and Chicago, Illinois, 


on his trip so that he can handle any 
complaints of our customers.*"' 

I had hoped he could get to the 
Pacific Coast and visit San Francisco, 
Seattle, and Los Angeles:**" but, un- 
fortunately, this will not be possible 
at present. Sincerely, 

Dear Mr. Cunningham: The sena- 
tors?*® from Maine, New Hampshire, 
Vermont, Connecticut, and Rhode Is- 
land are disappointed over the way 
the electric?*’ power situation is being 
handled. These states. as 
North Carolina, Virginia, Georgia, 
and?*" Florida, are affected by it. 

These senators met recently in 
Washington to determine whether 
the®®’ program cannot be developed 
more satisfactorily. | am sure an in 
vestigation will be started*?° soon. As 
vou are familiar with the situation, we 
should like you to make vour own pre- 
liminary**” investigation. We should 
like to use your findings in one of our 
publications. Yours truly, 

Mr. Davenport: Helen**” Adams is 
now touring the East in a new play 
that promises to be a hit. It opened in 
Providence**’ the evening of the sixth 
and thus tar has been presented to 
record audiences in Boston, Massa- 
chusetts;*°’ and in New Haven, Con- 


well as 
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necticut; in Newark and in Atlantic 
City. Most of the critics gave it fine 
reviews. **' 

We hope comment in Pittsburgh. 
Danville, and Rockford will also be 
favorable. If it is. we shall open**® in 
New York on May 1. Harrington 

Dear Mr. Greenberg: Our organiza 
tion wishes to establish branches*’’ in 
the important 
cities. Each branch office will require 
a good general manager. 

The**® locations we have in mind at 
present are Omaha, Nebraska; Indian- 
apolis, Indiana: Detroit°°° Michigan: 
and St. Louis. Missouri. 

Your fine work in Houston, Texas, 
has been called to our attention. If’ 
you would like to head one of 
branches, we can make you a propo- 
that would be very advanta- 
geous™*” to vou financially 

If vou are interested, I can meet 
vou in Georgetown when convenient. 
for an interview.°*® Cordially vours. 

Dear Mr. Remington: Yow 
has been sent to us by a friend as one 
travel. The 
American Travel Club has for its pur 
visit to a foreign land each 
June. This®*’’ vear we plan to visit 
England. In tuture vears we hope to 
to go to Canada, Mexico, Puerto Rico, 
and®?"\ Hawaii. 


some of midwestern 


oul 


sition 


name 


who is interested**’ in 


pose al 


Our Club has members in all parts 
of the United States. Reservations for 
our trip to Britain have**® come in 
from members living as far apart as 


Wheeling, West Virginia: New Or- 
leans, Louisiana: and Portland,**’ 


Oregon. With so varied a group, you 
are bound to have a fine time. 

Why not join us on our guided 
tours of °° foreign lands? Your reserva- 
tion card is enclosed. Sincerely, 

Dear Mr. Hatfield: In order to solve 
our distribution®’’ problem, we must 
have some new warehouses. Mr. Davis 
believes we should build in South 
Carolina and**” Delaware: Mr. Wel- 
lington favors North Dakota and New 
Mexico; Mr. Nottingham would like 
to build**® warehouses in Arizona and 
Colorado. 

I am calling a meeting to discuss 
the matter after*®® I get back from 
Louisville, Kentucky. I should like 
you to be present to give us vour ad- 
vice. Yours very truly, (780) 
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BY 
; ja? ARE ONCE AGAIN, I 
think. entering into an era 


where greater emphasis will be 
placed on personal efficiency, and 
the time when “anything goes” will 
soon be past. Emplovers are more 
test-minded todav than ever before, 
and are better qualified to rate the 
individual their 
} rsonnel, There 1S bound to be a 
veeding out of the inefficient em- 
plovees under such appraisal—and, 
with it, promotion of the efficient 
workers. 


performance of 


\s the result of this emphasis on 
individual preduction and skill, an 
employee not now adequately 
trained will need a course in self- 
iuprovement in the specific skills 
he uses. Such a “course” is provided 
bv the shorthand and tvping test 
material given monthh 
SECRETARY, 


in Topay’s 


This period of self-analysis and 
ippraisal of one’s work is a good 
thing. An awareness of our weak as 
well as our strong points will help 
correct faults that might interfere 
with ultimate success and a meri- 
torious rating with one’s firm. 

Young men and women who have 
been conscientious in the pertorm- 
ance of their duties and who have 


FLORENCE 


ELAINE ULRICH, 


Director 


given full measure of service for the 
benefits received. need not worry 
about an appraisal of their work. 
Indeed, such an appraisal may well 
with 
with 


win them a_ better position 
recognition Commensurate 
their superior qualifications. 

The fault to be found 


in voune workers todav is 


greatest 
not so 
much a lack of training in specif- 
ic skills. but a lack of perspective! 
Thev do not alwavs realize the im- 
little 
proper 


such as 
thei 
jobs! Attitude toward one’s work is 
You 
holding al 
position and earning a promotion 


portance of things 


P1IVINEG attention to 


' 
very mpportant to success: 


chances of winning or 


depend on how much value you 
place on your job and how much 
effort vou are willing to put forth 
to keep it and to grow in it 

You are all fully acquainted with 
report cards testifving to your ac 
complishment and deportment in 
school. How many of you have seen 
a merit rating sheet such as many 
large companies use for rating their 
employees? We shall present one 
of these merit rating sheets next 
month and explain how many large 
companies use this device to check 


on their workers. 
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AND YOUR 
FUTURE 


Gregg Awards 


Wi 
zine a continual effort to improve 
technique and skills through the 
tests provided by the Awards De- 

We are than 
with the from 


secretaries stenographers as 


HAVE ADVOCATED in this maga- 


partment more 


pleased response 
and 
well as from students and teachers. 


“Thank vou. Miss Ulrich 


membering me in vour article 


for re 
it's 
the nicest things that ever 
happened to me. writes 
Groesbeck. whose OAT Test 
reproduced in the February issue. 

“How 
opened the February issue of To 
DAYS SECRETARY to find had 
entry toi membership 
in the Order of Artistic Typists as 
an illustration for vour article, “Are 
You a Miss (or Mr.) Type-Right?’ 


and to read the nice things you said 


One of 
Joan 
was 
pleased | was when | 
vou 


chosen His 


' 
concerning me. 


“Topays SECRETARY is such an 


enjovable MaGaZMe., as well as be- 
helpful, that 1 look 


forward to receiving my copy each 


ing SO VCry 

month, 
Perhaps some dav vou, too, will 

experience a thrill similar to Joan's. 


The recognition of vour effort is 
not only deeply gratifving, but 
stimulates still better effort! The 

119 














inspiration of winning an award is 
often of more value than the award 
itself, because it prods you to even 
greater accomplishment. 


As YOU READ THIS, shall be el- 
bow -deep in OGA Contest papers! 
Rating thousands upon thousands 


we 


of shorthand specimens, written by 
Greggites from all over the world, 
task; but 
it is an interesting, even an exciting, 
! The results are very gratifving 

Perhaps a’teacher in a small school 


is not exactly an easy 


one 


in a small community discovers that 
her work in training shorthand writ- 
ers favorably with the 
best training obtainable in the big 
schools large cities or in 
higher institutions of learning. 
What greater source of satisfaction 
can there be than the recognition 
of one’s ability? Students, 
raphers, and reporters alike will be 
thrilled to see their names 
the prize winners in the June issue 
of this magazine. 

If you did not write a specimen 
for the OGA Contest this year, you 
can at least take one of our monthly 
tests that qualify you for member- 
ship in the Order of Gregg Artists. 
The April tests appear at the right. 
Read the instructions for writing 
these tests and then prepare your 
specimen to submit to us for re- 
view. You will be proud of member- 
ship in this fine organization of 
shorthand writers. 

Someday | shall present a brief 
history of this amazing organiza- 
tion that has members from all over 
the world, many of whom hold very 
high positions! 


compares 


in our 


stenog- 


among 


THERE IS A PRACTICAL SIDE to these 
tests, too, of course. We were re- 
quested many times in the past 
month to supply tests and informa- 
tion for giving them to employ- 
ment managers and personnel 
directors concerned with the up- 
grading of members of their staffs. 

Practice the tests now. You never 
can tell when an employer will de- 
cide to test your skills—and he just 
might use one of the very same 
tests that was published in Topay’s 
SECRETARY. 

You want to be good! So why 
not take the tests this month? There 
are typing tests, too (the OAT’s on 
page 421, the Competent Typist on 
page 424), and one in transcription 
(page 425). 


420 


All clubs of test papers should be 
and assure 


CT, 





Material for OGA Tests 


making out certificates 
until the receipt of the May, 1 


accuracy im 


and OGA awards 


KO 
or 
—— ae Ae, vo’ gl 
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April copy is 


953, issue 


OP Gens 


OGA Membership Test 
——w / 
ae, 4 
et Mad eon OE 
PP yee MP me PO nn 
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Junior OGA Test 


—_— 


INSTRUCTIONS: Copy the tests here 

your best of shorthand, trying 
make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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accompanied by a typewritten list of names to expedite 
good as membership tests for 
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that they have developed a good practic’ 
style of penmanship that will assure a 7 
curate transcripts on the job. Acceptable _ 
specimens entitle the writer to member — 
ship in the Order of Gregg Artists (OGA). 
papers 
smoothness and fluency of the notes; (2) 
the formation 
curve, 
(3) the correctness of proportions mar 


Test 


proper 


tained 


throughout 


are judged 


of the 
slant. 


the 


characters 
and joining; 4 


on (1) the 


as W 


specimen § 


mitted. A “Key to the Marking of 
Tests” is returned with any failing pape™ 


which 
faults 


gives 
of 


style 


detailed 


noted by 


criticism 


of 


the examinel 


cher king 
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Can You Do 


Senior Problem: How many errors? 








: 9 729 Ramsey Street 1 
a | Km Better ? Stawstean & Gade 2 
APRIL 31, 1953 3 
} YOUR NAME is Betty Mooreman. Grover Wilhelms Pres. 4 
You are smart as a whip and will Wilhelms Brothers Company 2 
’ sraduate in June. You have just Cleviand ae Bldg. 6 
written the first draft of a letter of Chevaiemt 5, aie T 
° application. Look at it! You reach Dear Mr. Grover:-- 8 

4” for a pencil. 
“Ah.” you say, “a nice letter!” I wish to apply forthe position of stenographer 9 
It is—that is, it is well written; it that your firm adbertised in yesterday's Plain Dealer. 10 

~ | says all the right things. But what a 

tvping mess! You laugh at yourself; I am particularly anxious, to enter your office, Mr. 11 
_ and then, for the fun of it, you start Wilhelms, because its reputataion, the kind of busin- 12 
to count the errors. ess you do, and your offices themselves have been in 13 
Fifty of them! in my mind every since I had the privelege of visiting 14 
You mark the errors. Then, you SOR Oe oe 15 
| retype the letter, making it look as For the position that you have open, you naturally need 16 
4 | fine as it sounds. You make a carbon some one who is both properly trained and genuinely in- 17 
} at the same time; and when you are terested. My high standing in the busness course that 18 


finished, vou type your real name 


ind address at the top of the carbon 


I will complete in June gaurantees the training; and my 19 
study's, my teachers, and the special experiences I have 20 


sheet and—after noting the OAT had as a business trainéa have stimulated my interest in 21 
box on page 428—send it to in office works. 22 

7 ‘oO S S 4 QO ge ( F 
le . on get tiie With this letter I've have enclosed a data sheeet 23 
‘6) a en ae eee that discribes my qualifications in more detail. Won't 2h 
you pleas examined it carefuly? If you will telephone 25 


Now your NAME is Tom Smith. and 


me at KIrkland 2-6278 any day last week between one and 26 


} you are secretary to a businessman. 5:00 o'clock, I shall be glad to come to you office for 27 
He is going to give a speech about any interview. 28 
» “Secretarial Science.” He gives vou 
a his notes and savs, “Type ‘em up, Yours Very Truly, 29 
— § Tom!” 
i You do. But, you've never typed (Miss) Betty Mooreman. 30 


otis 


Oe eee Warr > 


ctical © 


a set of speech notes before, and so 
vou don't realize that they must be 
arranged in outline form. You type 
the notes in paragraph form, as 
shown on this page. 

The boss roars when he sees your 
work. After the smoke settles. 
retype the speech in outline form: 
60-space lines . . 


you 


. all caps for those 
parts introduced by a roman nu- 
meral, with 2 blanks above and 1 


below such lines . . . neat, 4-space 


Junior Problem: Find the outline! 


Secretarial Science 


I. The development of secretarial 
science is marked by (A) origination 
of a shorthand system in ancient 
times; (B) publication in 1588 of the 
first English shorthand; and (C) de- 
velopment of modern _ secretarial 
equipment, as (1) shorthand and type- 


highly trained technical skill, (C) de- 
mand understanding of business fun- 
damentals. 

IV. A secretarial career is a good 
one, inasmuch as (A) a secretary has 
a desirable social standing; (B) the 
work is with pleasant associates; (C) 


reae™ indentions... 2 spaces after each writers and (2) office machines. salaries are dependent on the (1) size 
ntable © period... and no parentheses. II. The secretary of today (A) may of the company, (2) extent of the sec- 
mber & It looks fine. You send the carbon be either a man or a woman, (B) has retary s responsibility, and (3) work- 
GA.§ ~ capyecdinpad a skill in certain activities, (C) under- ers initiative; and (D) secretaries on 
; m | copy for a Junior OAT card. stands the nature of the employer's actual jobs like them very much. 
a wil | business, (D) relieves the employer of V. The disadvantages of a secre- 
al P.S. Solutions? Send a stamped nonexecutive details, and (E) has a tarial career are (A) very few, except 
men self-addressed envelope to Tessie. fine chance of promotion to executive personality conflicts; and (B) primari- 
mm The letter key is in this month's work, ' ly limited to difficulty in getting such 
OGA Bustewes til Se Vorld ae Ill. The requirements for success jobs if (1) the market locally is over- 
apne PUsiness Ee ucation World, too, as as a secretary (A) demand good per- crowded or (2) many must remain on 
‘2 F a convenience to teachers. sonal qualities first of all, (B) demand the stenographic level. 
mine! 
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A * * 
pril Competent Typist Test | 
(To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional S strokes typed. To get gross oe 
speed, divide total by number of minutes; or, te get net speed, subtract 10 for cach error before dividing by number of minutes.) 
: 
Words Words 
; 
Prairie wind is forever restless. In 8 northward, for the winds are generally — 310 \G 
spring and early summer, it Comes up 15 from the south. They may blow along © 317 | 
and goes down with the sun. Each dawn, — 23 for days, with many a halt and change 325 ” 
as soon as it is light enough to see 31 in course, finally piling up against — 332 Fa 
well, one can tell if it is to be win- — 38 wire fences or buildings. Although — 340 
dy by little motions of the twigs in 45 they move on in clumsy fashion, they 346 | 7 
the trees, faint streamers of dust on 53 may often move at the rate of eight or — 354 = 
far sky lines, the creaking of a loose 61 ten miles an hour. 358 | 
door. Before ten in the morning, the — 68 But the winds of the plains do not 65 | ~ 
old wind is sweeping his floors and — 7 just go about making fim. They are far 373} 2, 
pitching wisps of cloud into heaps and © 83 more than carriers of the clouds and — 38 
racing across the fields and meadow and 91 drivers of the tumbleweeds. The winds 38 SJ 
slamming doors and rattling windows. 99 are also servants to the farmer. They 3% ? 
The sun is a spinner of cobwebs and _ 106 turn thousands of his windmills and 40 | 
silken things, and a knitter and weaver 114 pump vast amounts of water for use in 41 = 
of fine fabrics, and a builder of great 122 his house and for his cattle and sheep ais | 
ships. But the wind also conveys heav- 130 and horses. The winds help to grind 48 
enly fleets and carries vessels of love- 137 his corn and cut his wood and separate 44 | ~ 
liness and bounty across the green seas 145 his cream and churn his butter. They 41} Vv 
into the harbors of the sunset. 152 help to heat his home and give light 49) C 
Many times, the prairie wind blowing | 159 to his barns. 43 | 
on your face is very rough, often caus- 167 As one drives across the plains in 43 
ing vou to bend forward as you make = 174 certain parts of the country, he sees 46 i, 
vour way along. Its music is full of 182 nothing more artistic than the tall #3) —~ 
humor and jovial laughter that rises 189 steel towers and spinning sails of 408 /- 
at times to great shouts of joy. 196 windmills against the distant lines of 48) C 
It is exciting to watch the thistles 203 the sky. More often than not, the 4%§ 
or tumbleweeds on a day of spring wind. — 212 first object that rises into view over us | P 
They are round in shape and have many — 219 the sky line is the moving wheel and a 
branches, with small roots that come 227 the shining vane of one of these mills. 5) — 
up easily from the soil. Some are 234 Modern mills are adapted to many 5} 
small, and some are huge by comparison, — 242 wind speeds, turning away from the 87 
being several feet wide. Some of these — 250 wind and stopping when the wind be- 3!) 
weeds are spreading and uneven. Others 258 comes too strong. When the wind stops, #7 — _ 
of them are compact and graceful. Be- 265 the power is supplied by gas or elec- 5%) 
cause of their form and the level na- 272 tric engines that lift water from the #7 — 
ture of the country, they tumble back — 280 reserve supply. If the wind picks up, ) 
and forth for miles until at last they — 288 so does the speed of the sails till x) 
are caught or burned, or destroyed in 295 they turn swiftly and the water pours sf a 
some other way. Thev tend to move _ 302 into the long tanks. | A 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Adapted, by permission, from an article in the Christian Science Monitor 
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folder is waiting for you. 











he LINE-A-TIME 


Just put a Line-a-time Copyholder behind your 
typewriter and listen to the “oooh’s” and “aaah’s” 
... watch what Line-a-time does for your typing 
speed, accuracy, comfort and convenience! 

Small wonder, for Line-a-time means “right before 
your eyes” transcribing. No head or neck twisting, 
no eyestrain, no fatigue... just a rapid, smooth flow 
of work into your “out” box and that “fresh at five, 
glad to be alive” feeling! 

Line-a-time’s exclusive Trans-vue line guide under- 


A FREE copy of the 


descriptive Line-a-time 


Send for yours, today. 





(] Please arrange a FREE Line-a- 
time demonstration in my office. 
No obligation, of course. CITY 
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scores each line and lets you see several lines ahead 
to catch penciled-in changes...the Space-celector 
provides you with single. double or “free wheeling” 
spacing at the flick of a finger...the exclusive 
Turn-a-page Pocket makes pages so much easier to 
turn and easier to hold in position... and eye-saving 
Light-Conditioning lets you angle all your copy for 
maximum lighting and readability! 

Produce more in a day than ever before and still 
be “alive at five”’— with Line-a-time. 


Remington Rand, Room 1835, 
315 Fourth Ave., New York 10 


([] Please send me Line-a-time FIRM 
folder RSL 212. 
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You Can Help 


BY HELEN WATERMAN 
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IN A MAN’S WORLD 


(Continued from page 397) 





but through practice. I’ve been get- 
ting more of this practice since | 
certified for service in the 
Long Beach (California) Municipal 
Courts. 

Incidentally, I was recently 
named a Certified Shorthand Re- 
porter, a new professional classifi- 
cation given by the California Bu- 





Was 


reau of Professional and Vocational 
Standards. This means I am quali- 
fied—and recognized—as eligible for 
reporting in California courts. 
Secretary to a railroad president 
is not an eight-to-five job, at least 
on our line. Every other Wednesday 
Mr. Smith, the 
personnel, and I climb aboard the 
president's private railcar for in- 
spection trips. We cover a lot of 
mileage, stopping at various. sta- 
tions and divisions to talk with su- 
perintendents, to inspect company 
property, and to confer with VIPs. 
Our car is equipped with desks, 
galley, and restrooms. It’s my job to 
take down all important confer- 
aboard car, transcribe 
them later, and summarize the most 
important points for mimeograph- 


top-management 


ecnces our 


ing. Sometimes, too, conversations 
are reported verbatim. My draft 
memorandums go to the president 
for approval, then. to department 
heads. 

There's a special place for male 
in any railroad. It 
awkward to take women on inspec- 
tion trips. More important, it seems 
to be railroad custom that at least 
one secretary to the president be a 


secretaries is 


man. Mrs. Beatrice Rowe, who has 
I. has been Mr. 
Smith's secretary for many years. 
But the trips and labor-manage- 
ment meetings are in my province. 


the same title as 


It is necessary to know some engi- 
neering (usually mechanical) in a 
railroad office to make the leap 
from presidential secretary to ad- 
ministrative 
job. That’s one reason why short- 


assistant, or a similar 
hand and engineering, seemingly 
miles apart, are actually 
related. This doesn't 
mean vou have to be a graduate en- 
gineer. It’s possible, once youve 


closely 
necessarily 


joined a railroad, to specialize nar- 
rowly in one of its many depart- 
ments—treight, maintenance, or the 
operational end. On our line, espe- 
cially, which runs not only trains, 
but also interurban buses, there's 


even more room for specialization. 
But, besides shorthand, you need 
to acquire a thorough-going back- 
ground in railroading (and in our 
case, bus operations), something 
not learned overnight. 

One of the important functions 
of a railroad president's secretary 
is screening—keeping appointment 
calendars and smoothing out your 
executives busy workday. It’s a 
mingling of public relations, admin- 
istration, and stenography. And it’s 
up to you to see that visitors arrive 
and leave on time. 

Railroading, either from the track 
or desk, has many advantages. It 
offers security, retirement pensions 
—and travel. And behind it all is 
the great challenge which has. from 
the inception of transcontinental 
lines, been a kind of slogan: “Keep 
‘Em Rolling!” While railroading 
salaries have never been phenom- 
enal, thevre good. Some secretaries 
have climbed to top executive jobs. 

There's the humorous side, too- 
the slow climb to the top as a male 
secretary in an office peopled by 
women. Youre quite an oddity. 

Then one day they tell you to 
“Put on your coat and come with 


me- and youre on your way. 








Labeling’s a Pleasure! 


What! 





Finding’s Made Easy! 


You’ve 


not yet 





with Pressure-Sensitive 


HANDY NEW 


LABEL HOLDER 
A Cel-U-Dex Product 


your 


For office, plant and homie labeling 
of Books, Binders, Boxes, Bins, Draw- 


ers, Shelves, Cabinets, Plans, Maps, 


think of. 


6 INCH LENGTH 3Q¢ 


Makes 3 usual label holders 





label in Bind-X and 


Sticks to metal, wood, leather, 
fiber, 
cloth, stone. Clear transparent 
window in choice of 8 colors. 


Sturdy reinforcement. Backed 
Albums, and dozens of places you'll with latex adhesive. At sta- 
tioners. 


applied 


_| —— for ur 
TAS ™ 
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If you can solve the Order of Artistic Typists 


JUST INSERT 


typed, written or printed 


STICK IT ON 


paper, glass, plastic, 


Use flange-type 


BIND-X 
for POST BINDERS 








CEL-U-DEX 1 Main Street, Brooklyn, N. Y. 











ty OAT TYPING AWARDS? 


test problems satisfactorily, you can obtain a 
certificate (10 cents fee) or a handsome lapel 
pin (25 cents fee). Send your solution, along with 
fee, to the GREGG AWARDS DEPARTMENT, 16th 
Floor, 330 West 42 Street, New York 36, New 
York. Be sure to enclose a self-addressed stamped 
envelope with your solution. 

All test papers are reviewed for possible re- 
production, as well as for awards, and your sub- 
mitting your solution indicates approval of its 
publication if selected. 

Qualifying on 
eligible for the Junior awards; qualifying on the 
Senior test confers full OAT membership. This 
month‘s test problems are given on page 421. 
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THE DEVIL WORKS OVERTIME 


(Continued from page 407) 
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SWISS, 
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result from sparkling type — 
and the best known means fo that 
60 end is the incomparable 
ot oll! stationers 
ond typewriter deolers 


Simplest, fastest, MOST ECONOMICAL type cleaning fluid! 
Non-inflammable. Banishes lint and solid “goo.” Sturdy 
dauber eliminates spattering ...makes your boss realize 
you're the tops. Let your letters really SPARKLE ... it’s so 
easy with CLAR-O-TYPE! 

BEFORE 





AFTER 
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ERASAGUARD— 
The Typisti Pal 


With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
ONE DAY. Many letters confirm that the Erasaguard is 
indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office where 
I was formerly employed and now I find it difficult to get 
along efficiently without one. I would like to purchase 
one or two. Is there a dealer in this territory?” 


She Does Make Mistakes...but... 





... She says “The Erasaguard makes 
erasures so easy that 
IT’S MY REAL PAL’ 


ERASAGUARDS are patented and sold only by Kee Lox 
Mfg. Co. 

Have an ERASAGUARD for yourself. 35c each, $4.20 a 
doz. Enclose stamps, money order or check, please, as it 


is too expensive to bill small orders. 














Kee Lox Mfg. Co., Rochester 1, N. Y. 
Send doz. Erasaguards Pica 
: Elite 
: To a 
: pS ee ee le ee a 
City Pe 
: Signed - at : 
i Title a 
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Master spelling right 
at the typewriter with 
this: new special-pur- 
pose book 


: SPELLING ; 


hte 


: AT YOUR 


2 

TYPEWRITER | 

4 

2 

> 4 
} 
. . 4 

3 by Craig and Leslie 3 
} } 
Accomplish two teaching aims 3 


at once: obtain maximum re- 


. . . 4 
sults with your spelling instruc- 4 

; tion and increase typewriting 

> ' ° 

} speed and accuracy! Spelling 
at Your Typewriter is a com- { 





plete modernization of the pop- 
ular Teach Your Fingers to 

Spell, by the same authors. 

The new text provides inten- 3 
sive typewriter practice on a 
carefully selected list of trou- 
blesome words, thereby fixing 
the correct form 





in the stu- 
dent’s mind and fingers. 


Each lesson is confined to one 2 





page. Word-counted connected ; 
matter follows each list for 

practical application. Every ; 
tenth lesson is a review of spell- $ 
ing and word division. A con- $3 
venient Appendix consists of 
difficult city and state names, $ 
abbreviations, foreign words 3 
and phrases and other refer- 


ence aids. Spiral-bound. Con- 3 
venient “stand-up” cover. 


> 

> 

Ready this Spring. $ 
‘ 

‘ 

Write Gregg today. 2 
$ 

4 

GREGG 
‘ 

PUBLISHING DIVISION ‘ 
> 


McGraw-Hill Book Co., Inc. 








New York 36, 330 W. 42nd St. ; 
Chicago 6, 111 N. Canal St. 3 
San Francisco 4, 68 Post St. $ 
Dallas 2, 501 Elm St. ‘ 
Toronto 4, 253 Spadina Rd. ; 
London W. C. 1, 51 Russell Sq. 3 

5 
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SHOPPING FOR THE OFFICE 





Strip Stops Rip. If vou have the task of 
working with notebook that 
has plastic protector sleeves, you probably 
have come up against the problem of the 
plastic’s ripping at the ring-binding holes. 
Well, Cooks’ Inc., Camden, New Jersey, 
makers of 


a loose-leat 


Ful-Vu window-sleeves, have 


come to your aid. They have used a strip 
fibre 


of acetate reinforcement along this 





edge, plus oval punching, to provide pro- 
tection against ripping. Known as Ful-Vu 
Super Pul-Pruf Protectors (don’t try to 
that name fast), the new units are 
available in 11- by 8!:-inch size for use in 
standard three-ring binde rs. Look for 
them at your local stationery store, 


Say 


Quick and to the Point. A reader recently 
suggested that we tell you about the Dux 
barrel pencil sharpeners for your desk. 
These excellent little sharpeners are im- 
ported from Germany. They are made of 
break-resistant plastic, have precision- 
ground, replaceable blades, and will hold 
a good supply of shavings. In red, green, 





or black. The model shown here costs 50c. 
There is also a smaller model at 45c, and 
a double-duty model at 79c that our 
reader was enthusiastic about. This latter 
model has two sharpeners in one barrel— 
one for pencils and another for the crayon 
or chalk she uses for making demonstra- 
tion charts. Dux sharpeners are carried in 
many stationery stores or can be ordered 
from Fred Baumgarten, 675 
Avenue, Atlanta 6, Georgia. 
these sharpeners especially 


Cooledge 
You'll find 
handy when 
you need a quick point during dictation. 


Better than Ever. Dictaphone Corpora- 
tion reports that it has greatly improved 
its Dictabelt record by eliminating micro- 
scopic impurities from the raw plastic. 
The new Dictabelt is designed for use 
with Dictaphone’s Time-Master dictating 
equipment and is said to reproduce dicta- 
tion with FM radio clarity. 
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All-Plastic Moistener. Here's a cute litt 
gadget—a bit unusual looking, we though 
when we first saw it. But when we 
learned that it was an envelope moisteney 
and found how simply and efficiently j 
operates, We were quite impressed, ‘Tt! 
called the Envelope Moistener 
and it is uncondi ionally fuaranteed HL 





Plasc 0 


the manaaccurer. When you remove the 
moistencr from its stand and turn it up 
side down to wet the Hap, just enougl 


the thre« tiny 


holes in the hard plastic base to r 


moisture through 


passe s 








glue. 


the No sticky sponge to 
about, nothing to wear out. Moistener, 
with stand, retails for 39c. On sale a 
stationery counters. If you can't find on 
locally, write to Plasco Manufacturing 
Company, Cotton Belt Building, & 


Louis 2 


worry 


Fix-It Kit. When we heard about Camy- 
ette, the new kit that contains six litt 
bottles to help solve your minor accidents 
there was a chorus of Ah-ha’s, as we d 
cided this would be just the kit to hav 
handy around the office. Though it’s pr 
marily designed for the home, Carryett 
also would come in pretty handy almost} 
anywhere things need to be mended . 
cleaned up. The kit contains six bottles 

Glue and Renew, a cement for mending 
china, pottery, wood; Ink- and Fruit-Staty 
Remover that can be used on paper fj 
cloth; Sani-Phone to deodorize the tee 
phone mouthpiece; Instant Spot Remove 
for grease, oil, and chewing gum; ‘ 


— mg 


Ce 















- 
a 


| 







household oil; and Electric Cord Re-i® 
later in liquid-rubber form. Price for® 
kit is $1.50. For the names of stores 0 
you that carry it, write to Sanford ® 
Company, Bellwood, Illinois. 
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Check Your Hats 
and Coats 


BY HELEN WATERMAN 

CHORUS GIRL never (well, 
“ hardly appears in a 
Prince Albert, nor a policeman in 
a skull cap. All vou need is a pencil 
to give the folks here their proper 
cloak or bonnet. Answers inverted 
below. 


! 
ever.) 


A Turk would wear a shako, fez, beret. 
An ecclesiastic, a cope, toga, cardinal. 
\ hunter, a mackinaw, spencer, dol- 
man. 
A sailor, 
jacket. 
A club woman, 
doublet. 


A fireman, a blazer, tunic, mackintosh. 


an Inverness, poncho, pea 


a redingote, mufti, 


A senorita, a parka, mantilla, bowler. 

A Scotsman, a_billycock, sombrero, 
tam-o shanter. 

A duke, a coronet, cloche, miter. 

A bridegroom, a cutaway, jerkin, car- 
digan. 
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Write to Dept. 


surface . 


“STENCIL” 


* 
INSERT 
AND TYPE 


& 
STRIP 
AND APPLY 


LABELON' TAPE 
moistening to any smooth, dry 
.. yet strips off clean- 
ly. Type on it, or write with dry, 
blunt point such as pencil or 
stylus. Message is easy to read, 
highly visible. It CAN’T SMUDGE 

. resists 
acids—because surface 
tected by transparent plastic. 


dirt, 


RESISTS DIRT 


GREASE 
WATER 
ACIDS 


STICKS WITHOUT MOISTENING 


You asked for them, and here they are—handy tablets 
of self-sticking, plastic Labelon Tape in flat form on 
backing sheets for easy typewriter use. Just set type- 
writer at “Stencil,” insert sheet of Labelon, and type 
your copy. Then strip off labels and apply. 


Choice of 6 widths (%s", %2”", 4%”, %”, 1”, 1%”) in 
4 border colors (black, blue, red, green). For maximum 
legibility, all tablet form Labelon writes black regard- 


less of border color. 


sticks without Use Labelon for marking office 
or storeroom files, folders, draw- 
ers, binders, baskets, 
transfer cases, machines, etc. 
Perfect, too, for labeling stock 
bins, tool cribs, parts . .. for 
marking samples . . . for lab- 
oratory and maintenance use. 
See your nearest dealer, or 


write for samples and prices. 


shelves, 


grease, water, 


is pro- 


LABELON TAPE Ge. INC., 450 Atlantic Ave., Rochester 9, N.Y. 










For OFFICE, 
STOREROOM, 
LABORATORY, SHOP 
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